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Forward

This docunent is provided as an aid to users of the Automated
Configuration Tracking System (ACTS) software program ACTS
al l ows specialists and managers in field offices to have

i mredi ate access to information concerning ECPs, VECPs, RFDs,

RFW and MRBs. It allows these personnel to provide parallel

el ectroni c assessnents of configuration managenent actions. ACTS
provi des a nmechani sm for neasuring DCMC processing cycle tinmes
and for notifying mlitary specification preparing activities of
comonl y requested RFDs and RFW.

The mai n changes incorporated into this version of ACTS are:

- An Express Input screen, for Cass Il ECPs, M nor W Ds,
and MRB, has been created for when the CAO has
concurrence/ approval authority and does concur/ approve.

- The Add/Edit Request Data screens have been significantly
changed. A choice of "X-Miltiple Requirenents Wai ved" has been
added to the Requirenments Waived pul |l down nenu. A “Save and
Clear” and a “Save and Continue” button have been added. An
al pha nuneric “Optional” field has been added. A nuneric
“Quantity Affected” field has been added. The ECP reasons have
been changed to read: Correct Design Error, |nprove Design
Requi renment Change, O her Reason. The Edit Request Data screen
is |l ocked out once any functional screen is saved and only the
monitor can edit using browse. There is a pop-up list of
contract nunbers, related to a new table that can al so be
accessed under Tabl e Miintenance that allows users to enter
contract nunbers.

- Type and cl assification has been added to the display for
each functional input screen. Once Y Nis entered, the cursor
will junp to the next field. Signature passwords have been
replaced with "Save Draft” or "Sign Of". |If the CAO
Recomrendati on screen is saved, all functional inputs are closed,
but the signature will not appear on comment forns.



- The CAO Recommendati on screen has an input field for the
CAO date, defaulting to the systemdate, but able to be changed.
The space bar toggles Y NBlank with Bl ank the default. There is
a larger input box and screen fonts. A type and classification
di spl ay has been added to the screen.

- The Managenent Metrics reports are significantly changed
to show new cal cul ations for how many Class Il ECPs were disposed
| ocally/by the PCO, Cass Il ECP Approval Rate; Design Rel ated
Defect Rate; % Class | ECP to Correct Error; consideration; and
nunber of MRB actions. The term "CAO processing tinme" has been
changed to "Internal CAO processing tinme." The Standard report
has a new section on Cass Il ECPs just |ike the section for
Class | ECPs. The HQ report has an option to print every CAO
within a district on a separate page in one report.

- The Active Request Status report has been nodified by
addi ng Date Received, Request Type/ d ass, Suboffice Code, and CAO
date information.

- A selection of predefined charts have been creat ed.

- The date field on the Check for Repeat Actions report has
been tied to the CAO date.

- Last nanmes and phone nunbers have been added to what goes
i nto DODAAC. DBF and SUMMARY. DBF during the “Create FTP” and
headquarters consol i dati on processes.

- Custom Queri es have been enhanced to allow printing with a
nmore user friendly interface. Query paraneters can be saved for
future use. This function has been renaned to Custom Reports.

- Deletion of Requests has been sinplified for use by the
Moni t or.

- The Enbed User Signature screen allows the user to remain
on the screen after enbeddi ng.

- The di al ogue box for Export/Inport has been changed to:
Export file to which location, Inport file fromwhich |ocation.
In addition to inporting the active request data table, other
tables are also inported (Prine contractor, manuf., etc.). Files
are conbi ned and conpressed automatically.



- O osed requests can be reopened at the PCO CAQ, or
functional input levels via an input screen reached from Mnitor
functions.

- The User’s Manual includes field dictionaries for SUMVARY
and M RSUM t abl es, split screen procedures for browse displays,
and enhanced systemrequirenents from 386SX to a 486SX or higher.

- The structure of the PCO table is changed to separate Last
Nane/ First Nane so nanmes can be sorted by Last Nane.

- Duplicate prime contractor nanmes are now al | owed.

- Printing individual pages is allowed on all reports.

- The Sign-On screen is no | onger case sensitive.

- A new Standard report has been created, simlar to the
Active Requests report, that lists all Closed Actions within a

period of tine.

- Many of the existing Standard reports allow the breakdown
by suboffi ce.

- A "Custonl' | evel has been added for User Access.

- The View Al Comments screen shows the reviewers, whether
the reviewers approve, and the dates signed.

- Edit Cut, Copy, and Paste have been added.

- The O fice | D (DoDAAC/ Subof fice Code) has been added to
the request nunber popup sel ection boxes to uniquely identify
requests and their originating offices.

Pol i cy concerni ng DCMC confi gurati on managenment processes is
contai ned in DLAD 5000. 4, Contract Managenent. Additiona
gui dance is in ML-STD 973, Configuration Managenent.
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Chapter One: Installation

System Requirements

- 80486 processor (or higher)

- Mouse

- 8 MB RAM

- M ninmmusable nenory is 491KB
- M5 DOS version 3.1 or higher

- Mcrosoft Wndows version 3.0 or higher running in 386
enhanced node

- For network operations, network software that supports a
networ k basi c input/output system (NetBlI OS) and a server
with a hard disk

- VGA or higher resolution nonitor recomended. Sone
1024x768 drivers have been found to cause probl ens

- 6 MB Hard Drive free space

- Proper printer driver installed in Wndows (requirenent
for printing reports)

ACTS Installation

The ACTS programfiles reside on a host conmputer (DLAHP2) | ocated
at HQ DLA. To create installation directories/disks these files
must be transferred to four subdirectories on a hard drive or
four 1.44 MB 3.5" disks. Transferring of programfiles nust be
processed in binary node.
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The follow ng steps outline the basic procedure for creating
installation directories/disks; however, users should work with
| ocal LAN adm nistrators or other technical support personnel to
adapt themto the | ocal hardware/software environnent.

- FTP to 160. 147.213. 30

- Enter login and password

- Change local directory to diskl hard drive subdirectory or
3.5" disk drive

- Change renote directory on DLAHP2 to diskl

- nget *.*

- Change to disk2 subdirectory or insert a second disk

- Change renote directory on DLAHP2 to disk2

- nget *.*

- Change to disk3 subdirectory or insert a third disk

- Change renote directory on DLAHP2 to disk3

- nget *.*

- Change to disk4 subdirectory or insert a fourth disk

- Change renote directory on DLAHP2 to disk4

- nget *.*

- Exit FTP by typing bye

After creating installation disks, you can install ACTS by going
to the Wndows Program Manager File menu and clicking on Run. On
t he Command Line, type A-\SETUP (or other conplete path to the

di skl files) and press <ENTER>. Follow the instructions on the
screen to conplete the installation. Be careful not to install a
new version of ACTS over an existing one!

The installer nust have "Wite" access to the foll owi ng Wndows
Dynam c¢ Link Library (.DLL) files: COWDLG DLL, DDEM.. DLL
OLECLI.DLL, OLESVR DLL, SHELL.DLL, TOCOLHELP.DLL, and VER. DLL
These files are NOT nodified during the installation, however the
installation verifies their existence. For a network
installation, there cannot be any other users accessing the above
Dynam c Link Library files during the installation.

The ACTS V3 data conversion programis run autonmatically fromthe
Installation program To run the data conversion separate from
the Installation, execute CONVERT3.EXE fromthe Version 3.0
wor ki ng directory. You should only convert data ONCE, either
fromthe installation programor by running the data conversion
program separately.
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Running ACTS After Conversion

Typi cal |y,

froma prior version
icon in Wndows.

users wll be running ACTS after having converted data

Run ACTS by doubl e clicking on the ACTS
After a brief welcone screen, the main ACTS

menu, Configuration Management Options, w || appear.

CONFIGURATION MANAGEMENT OPTIONS

Request Data ‘ Monitor Functions I

Add ‘ Table Maintenance I

‘ Standard Reports I

Functional Inputs ‘ Charts I
QAR Exxit
Engineering ‘ Custom Reports I

DOperations Management

ACO ‘ HA Functions I
Other Uzer
‘ ¥iew Individual Hequest I
| CAD Recommendation I ‘ Change Password I
| PCO Determination I ‘ Mail I
The ACTS data conversion programw ||l inport existing data from

ACTS V2 to ACTS V3 data files; however, new fields in Version 3

w Il not have any dat a.
data files and popul ate new data fields as desired.

Therefore, the nonitor should browse al
The new dat a

fields inplenmented in Version 3 are:

Tabl e
Field
Definition

Tabl e
Field
Definition

Tabl e
Field
Definition

PREFS

FI ELDTI TLE

Field title for the optional field | ocated on

the Add/Edit/Vi ew Request data screens. This can
be added fromthe Mnitor Functions, Mdify
Configuration function.

NEWENTRY (Hol di ng Tank)/ ACTI VE/ ARCHI VE
ONTY_AFCT

Quantity affected field | ocated on the
Add/ Edi t/ Vi ew Request Data screens.

NEWENTRY (Hol di ng Tank)/ ACTI VE/ ARCHI VE

OPTI ONAL

Optional field provided for |ocal use |ocated on
t he Add/ Edit/ Vi ew Request Data screens.
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The new data table that contains contract nunbers used in a pop-
up display on the Express/Add/ Edit Request Data screens was

popul ated during the data conversion by creating a unique |ist of
contract nunbers fromthe Active table. This table wll be
updat ed automatically when a user adds a request with a contract
nunber that is not already contained in the contract nunbers
table. This file can also be maintained fromthe Tabl e

Mai nt enance, Contract Nunbers function.

PCO nane has been divided into two fields, last nanme and first
name during the data conversion. Edit PCO information, if
necessary, to properly space the last nane and first nane.

Running ACTS Without Conversion

| f you are running ACTS without converting old data, the first
screen to appear after the welcone screen is the ACTS
Configuration screen.

=2 ACTS CONFIGURATION

Enter the configuration information AFTER reading the User's Manual.
The configuration options may be changed at anytime by the Monitor.

DoDAAC: I
Suboffice Code: [ |
Use Halding Tank (riN): | |
Optional Field Heading: | |

Add ACTS Monitor

Last Mame:

[

First Mame: [
Title: [ |

|

|

COffice Symbol:

Telephone Mumber:
Standard DLA Logon 10: | |
User Access Level: [Monitor [£]

The User's default password is the same as the
Standard DLA Logon ID!

Each of the blocks nmust be filled out. You may edit the
information | ater under Modify Configuration on the Monitor
Functions screen. Your default password is the sanme as your
Logon | D.

Office DoDAAC - Enter your office’s 6 digit Departnent of Defense
Activity Address Code (DoDAAC). The office DoDAAC will be used
as a filenane for the consolidation of data at HQ DLA.
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SubOffice Code - Enter a unique al phanuneric code for your office
(up to 3 digits). The suboffice code is used to determ ne where
requests have origi nated when a CAO has suboffices. Even if
suboffices are not established in ACTS, the main office nust have
its own "suboffice code" designated. A design limtation of ACTS
is that all data entry for one particular action (ECP, waiver,
deviation, etc.) nust be nmade into either the suboffice database
or the main office database. Do not try to partially enter data
at a suboffice and then try to export/inport to the main office
for further data entry at the main office. Partially conpleted
actions fromthe suboffice will overwite conpleted actions at
the main office if you try this.

Use Holding Tank (Y/N)? - Enter Y for Yes if you want the nonitor
to validate any new requests prior to any revi ews bei ng conducted
by your office. Enter Nfor No if you want reviews to be
conducted imedi ately after you save the New Request.

Optional Field Heading - Enter an optional field heading (up to
10 characters) that will be used as the title for the optional
input field on the Add/Edit/View Request Data screens. The
default is “Optional.”

Add ACTS Monitor - Enter your Last Nanme (up to 20 characters),
First Name (up to 15 characters), Title (up to 25 characters),

O fice Synbol (up to 15 characters), Tel ephone Nunber (up to 20
characters) and Standard DLA Logon ID (up to 7 characters). Your
default access level is Mnitor.

Click the Save button to save the information. You will see a
message indicating the record has been saved and you will advance
to the User Access screen provided all the information was filled
out in the ACTS Configuration screen.
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I USER ACCESS I

Please Enterrour Standard DLA Lagon 1D |  RREREEN

Please EnteryourPassward [ ]

You have three chances to enter your Logon |ID and password
correctly. The default password is the sanme as your Logon ID.
After correctly conpleting the User Access screen, you will see
t he Configuration Management Options screen.
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Chapter Two: Initial Setup

Bef ore ACTS can be used to actually track configuration
managenent actions, information concerning users, contractors,
manuf acturing plants, and PCCs nust be entered. Only a nonitor
can access user information. Any user having table maintenance
privileges can access contractor, manufacturing plant, PCO and
contract nunber information.

Monitor Functions
In order to access user infornation, select Monitor Functions

fromthe Configuration Management Options screen and you will see
the foll ow ng:

MONITOR FUNCTIONS

[ Delete By DoDAAC/Subofice |
Holding Tank | Modify Configuration I
Browze/Edit Holding Tank
Move Holding Tank to Active Suboffice Management
Export Suboffice Data
| Archive I CM Options Import Suboffice Data

[ BrowsesEdit All Active | | Class Il ECPs ]
[ BrowsesEdit All Archive | | Create FTP File ]
| Reopen Clozed Requests I | Rebuild Tables I
| Delete By Request Number I | Import New Request Data I




User Management

Next, sel ect User Management from the Monitor Functions screen.
The User Management nodul e is designed to provide the Mnitor
capabilities to adm ni ster ACTS users.

= USER MANAGEMENT
| iAdd New User: I | Embed Uszer Signature I
| Edit Uzer Information I | Remove User Signature I
| Reset User Password I | Browse User Information I
| Deactivate User I |." iew/Print User Inf ki !
Monitor Functions
CM Options
Add New User
= ADD NEW USER
Last Name: |
First Mame: [ |
Title: | |
Office Symbol: [ |

Telephone Number: [ |

Standard DLA Lagaon ID: - | |

User Access Lewvel: | H

The User's default password is the same as the
Standard DLA Logon 1DI

Based on input fromthis screen, a new user is provided the
capability to logon to ACTS and access certain nodul es dependent
on their assigned User Access Level. The following fields are
required to save a new ACTS user: Last Nane, Standard DLA Logon
| D, and User Access Level. The Standard DLA Logon |ID nust be

uni que to each user. The default password issued to the new user
is the sane as their Logon ID. The Logon ID and the default
password are not case sensitive when the user tries to logon to
ACTS. The avail able User Access Levels are described bel ow
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Standard. A Standard user is provided capability to access
all ACTS functions on the Configuration Management Options screen
wi th the exception of Mnitor and Tabl e Mi nt enance.

Tabl e Mai ntenance. A Tabl e Mi ntenance user is provided
capability to access all ACTS functions on the Configuration
Management Options screen with the exception of Monitor.

Monitor. A Monitor user is provided capability to access
all ACTS functions on the Configuration Management Options
screen.

Browse Only. A Browse Only user is provided capability to
access only Standard Reports, Charts, Custom Queries, HQ
Functions, View Individual Request, Change Password, and Miil on
t he Configuration Management Options screen.

Custom Custom user access is defined locally for each
i ndi vi dual user based on the functions in the Configuration
Managenent Options screen. Once Customis selected as the User
Access Level a subsequent screen is displayed containing the
functions on the Configuration Managenent Options screen and a
check box next to each. Check the boxes next to the functions
for which access is desired. Renobve the check to renpbve access.
The custom definition can be changed by the Mnitor from Edit
User Information. dick on Customon the User Access Level pop-
up to display/nodify the customdefinition.

Select ACTS User

= SELECT ACTS USER

The Select ACTS User screen appears whenever the nonitor attenpts
to nodify information for a specific user.
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Edit User Information

= EDIT USER INFORMATION

Last Marme:

First Mame: [Mew |

Title: [ |

Offica Symbaol: [ |

Telephone Number: [ |

Standard DLA Logon D: [fazfo0 |

User Access Level: [Browse Only [%]

The User's Logon ID cannot be changed from this screen!

Save Select ACTS User Menu

Edit User Information is provided to allow the Mnitor to nodify
user information for the user selected fromthe Sel ect ACTS User
popup screen. The user logon id cannot be nodified fromthis
screen. (To nodify the user logon id, select Change User Logon
I D fromthe User Managenment nenu.) The user's |ast name and
access level are required fields, they can be nodified but not
del et ed.

Reset User Password

= RESET USER PASSWORD

Last Mame: [Uszer |

First Mame: [Mew |

Title: [ |

Office Symbol: [ |

Telephone NMumber: [ |

Standard DLA Logon ID: [fazf100 |

UserAccess Lewvel: |Bmwse Only m

The User's default password is the same as the
Standard DLA Logon ID!

Select ACTS User
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Reset User Password is provided to allow the Monitor to reset the
password for the user selected fromthe Sel ect ACTS User popup
screen. The user's password is reset to the default which is the
sane as their Logon ID. The Logon ID and the default password
are not case sensitive when the user tries to | ogon to ACTS.

Deactivate User

B DeAciairtsER
Last Mame: [User |
First Mame: [Mew |
Title: | |
Office Symbol: [ |

Telephone Murnber: [ |

Standard DLA Logon ID: [fazf100 |

User Access Level: [Browse Only [2]

Once a user has been deactivated from ACTS. the monitor must
Reset User Password to reactivatel

iDeactivate !

Deactivate User is provided to allow the Monitor to disable the
user's | ogon capability for the user selected fromthe Sel ect
ACTS User popup screen. This does not delete the user from ACTS
or any reference to the user for input on request data. Once a
user has been deactivated from ACTS, the Mnitor nust reset the
user's password to reactivate their |ogon capability.
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Change User Logon 1D

= CHANGE USER LOGON ID

Last Marme: [Uzer |
First Mare: [Mew |
Title: | |
Offica Symbol: [ |

Telephone Murnber: [ |

Standard DLA Logon ID; [fszA 00 |

User Access Level: [Browse Only [%]

NEWY Standard DLA Logon ID: [

Save Select ACTS User Menu

Change User Logon ID is provided to allow the Monitor to nodify
the user's ACTS Logon ID for the user selected fromthe Sel ect
ACTS User popup screen. The new Logon ID cannot be bl ank and
cannot be a duplicate of an existing ACTS user. The user's
password is not affected by this change.

Embed User Signature

= EMBED USER SIGNATURE

Last Mame: [Uger |
First Mame: [New |
Title: | |
Office Symbal: [ |

Telephone Number; [ |

Standard DLA Logon 1D [fszA 00 |

User Access Leval: [Browse Only [%]

Signature file must be in either .PCX or BMP formatl

The Embed User Signature button is used to add scanned signatures
into ACTS for the user selected fromthe Sel ect ACTS User popup
screen. Scan the signature using a dark pen in either PCX or BMP
format. |If you don't have scanni ng hardware/ sof tware, signatures
can al so be created using graphics prograns such as Pai nt brush.
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It is recoomended that the signature be cropped and then saved as
bl ack & white or nonochrone before being used in ACTS. Sel ect
the PCX or BMP file via a popup wi ndow indicating the drive,
directory, and file name to enbed. The signature will be

di spl ayed on the DD Form 1998 and DCMC Revi ew forns when the user
signs off input to the request.

Remove User Signature

=2 REMOVE USER SIGNATURE

Last Mame: [Ozer |

First Mame: [Hew |

Title: | |

Office Symhbaol: | |

Telephone Number: | |

Standard DLA Logon ID:  [fa=00 |

UserAccess Lewvel: |Bmwse Only H

Select ACTS User

Remove User Signature is provided to allow the Monitor to renove
an enbedded signature fromthe user information for the user
selected fromthe Sel ect ACTS User popup screen.

Browse User Information

{Press ESC key for menu
Title Office Symbol Telephone Number

Browse User Information provides the Monitor a view only screen
di splay of information for all ACTS users and the capability to
del ete users from ACTS. To delete user(s), mark the user's
record by clicking on the rectangul ar box directly to the left of
the Last Nane field in the Browse display wi ndow. Press escape
to exit the Browse. You wll be pronpted via a dialogue box to
press 'D to DELETE. The delete option physically deletes the
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mar ked user(s) fromthe ACTS Users file. [If any of the user(s)
mar ked for del etion have input request data, you will be pronpted
wi th anot her di al ogue box notifying the Mnitor that al
references to this user will be erased. |f you are sure that you
really want to renove this person, press 'D to DELETE

Preview/Print User Information

= PREVIEW/PRINT USER INFORMATION - I

Select Sont Field For Report

" User Logon ID

" User Dffice Symbol

Previewl Print Menu

Preview/Print User Information provides the Mnitor reporting
capabilities for information on ACTS users. User reports can be
sorted based on the User Nane, User Logon ID, or User Ofice
Synbol. The reports can be previewed or printed.
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Table Maintenance

In order to access contractor,

contract nunber

fol | ow ng:

i nformati on,

Edit
Browse

5et Default

M anufacturing Plant Information

Add
Edit

Browse

manuf acturi ng pl ant,
sel ect Table Maintenance fromthe
Configuration Management Options screen and you wl |

TABLE MAINTENANCE

CM Options

PCO Information

Add
Edit

Browse

Contract Numbers

Add
Edit

Browse

PCO and

see the

Add Prime Contractor Information

Add Prime Contractor Information is used to add Prine
Contractors. Al input fields are required and the CACE code
must be uni que.

Edit Prime Contractor Information

Edit Prime Contractor Information is used to edit existing Prine
Contractor information.

Browse Prime Contractor Information

Browse Prime Contractor Information is used to browse or view a
list of prime contractors entered in ACTS. To delete prine
contractors, mark the record by clicking on the rectangul ar box
on the far left of the Browse display wi ndow. Press escape to
exit the Browse. You wll be pronpted via a dial ogue box to
press 'D to DELETE. The delete option physically deletes the
mar ked record(s) fromACTS. |f any of the records(s) marked for
deletion are linked to request data, you will be pronpted with
anot her di al ogue box saying that all references to this
contractor wll be erased. |If you are sure that you really want
to renove this record, press 'D to DELETE
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Set Default Prime Contractor Information

Set Default Prime Contractor Information is designed to establish
a default prime contractor for adding request data. Select a
prime contractor via the popup window. To change the current
default, select the desired prine contractor. To clear the
current default, select the first line in the popup w ndow which
contains a blank entry. Upon entering the Add Request Data
screen, if a default contractor has been established the prine
contractor information is populated and the cursor is placed in
the Date of Request field.

Add Manufacturing Plant Information

Add Manufacturing Plant Information is used to add Manufacturing
Plant Information. Al input fields are required.

Edit Manufacturing Plant Information

Edit Manufacturing Plant Information is used to edit existing
Manuf acturi ng Plant | nformation.

Browse Manufacturing Plant Information

Browse Manufacturing Plant Information is used to browse or view
a list of manufacturing plants entered in ACTS. To delete

manuf acturing plants, mark the record by clicking on the
rectangul ar box on the far left of the Browse display w ndow.
Press escape to exit the Browse. You will be pronpted via a

di al ogue box to press 'D to DELETE. The delete option
physically deletes the marked record(s) from ACTS. |If any of the
records(s) marked for deletion are linked to request data, you
will be pronpted with another dial ogue box saying that al
references to this manufacturing plant wll be erased. [f you
are sure that you really want to renove this record, press 'D to
DELETE.

Add PCO Information

Add PCO Information is used to add PCO Infornmation. The PCO s
first and | ast nanes are required.
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Edit PCO Information
Edit PCO Information is used to edit existing PCO I nformation
Browse PCO Information

Browse PCO Information is used to browse or view a |list of PCO
information entered in ACTS. To delete PCO information, mark the
record by clicking on the rectangular box on the far left of the
Browse display window. Press escape to exit the Browse. You
will be pronpted via a dialogue box to press 'D to DELETE. The
del ete option physically deletes the marked record(s) from ACTS.

| f any of the records(s) marked for deletion are linked to
request data, you will be pronpted with another dial ogue box
saying that all references to this PCOwII| be erased. |[If you
are sure that you really want to renove this record, press 'D to
DELETE.

Add Contract Numbers

Add Contract Numbers is used to add contract nunbers to a table
that contains a unique list of contract nunbers. This
facilitates a pop-up nenu for the contract nunber input field on
the Express, Add, and Edit Request Data screens. Contract
nunbers are al so added dynam cally to this table when typed into
the contract nunber field on the input screens if they have not
previ ously been added.

Edit Contract Numbers

Edit Contract Numbers is used to edit contract nunbers in the
tabl e of unique contract nunmbers. This wll only change the
contract nunber for future use on new requests being entered. It
does not change the contract nunmber for any existing requests in
ACTS.
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Browse Contract Numbers

Browse Contract Numbers is used to browse or view a |list of
contract nunbers in the table of unique contract nunbers. To

del ete contract nunbers fromthis list, mark the record by
clicking on the rectangul ar box on the far left of the Browse

di spl ay wi ndow. Press escape to exit the Browse. You wll be
pronpted via a dialogue box to press ‘D to DELETE. The delete
option physically deletes the marked record(s) fromACTS. |f you
are sure that you really want to renove this record, press ‘D to
DELETE. This ONLY del etes contract nunbers fromthis table and
does NOT del ete any previous or future use of this contract
nunber on a request.
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Chapter Three: Inputting Data

Thi s chapter explains the various nenu selections wthin ACTS and
how t o maneuver within ACTS. Run ACTS by double clicking on the
ACTS icon in Wndows screen. After a brief welcone screen, you
wll see the follow ng User Access screen:

I USER ACCESS I
Please Enterrour Standard DLA Lagon 1D |  RREREEN

Please EnteryourPassward [ ]

Enter your user Logon ID on the first line and your password on
the second line. Your initial password is the sanme as your User
Logon ID. You have three chances to enter your Logon ID and
password correctly.

Provi ded everything was entered correctly in the User Access

screen, you will see the follow ng Configuration Management
Options screen:

CONFIGURATION MANAGEMENT OFTIONS

Request Data | Monitor Functions I

Add | Table Maintenance I

| Standard Reports I

Functional Inputs | Charts I
QAR Exit
Engineering | Custom Reports I

Operations Management
ACO | HQ Functions I
Other User

| View Individual Request I

| CAD Recommendation I | Change Password I

| PCO Determination I | Mail I




Sone buttons nmay be grayed out dependi ng on what privileges you
are given.

Express Input

The Express Input screen can be used to process Cass |l ECPs,
M nor WDs, and MRBs when the CAO has concurrence/ approva

aut hority and does concur/approve. The Express Input screen
opens and cl oses the request at the CAO dick on the Express

Input button in the Configuration Management Options screen and
foll ow t he bel ow procedure.

EXPRESS INPUT

Manufacturing Plant Infarmation
IF DIFFERENT THaN CONTRACTOR INFORMATION

| 2] 2]
City/State City/State
Date of Request: MMJDDNWY Resviewer Another User

Diate Feceived: MM/DD Y CAD Has Approval Authority (/N7 Y
Type of Reguest: I:'EI CAQ Apprave This Action (/M7 Y

Confractor Information

Class of Request CAD Date: MMADDAYTY
Fequest{ ECP Mumber: I:l

+
Contract MNo: | u Save and Continue:
SPIN: | | Save and Clear
weapon Systern: [ ] il

a. Contractor Information: dick on the downward arrow under

t he Contractor Information field with your nouse. A pop-up nenu
with all of the contractor’s nanmes and CAGE codes, which you have
previously entered via table maintenance, should be shown. If
there is not a nane which you need, contact your Monitor or a
user with Table Maintenance access to add it. Scroll down the
list and select the applicable contractor submtting the new
request. This is arequired field. |If a default prinme
contractor has been established, this infornmation will be
automatically entered and the cursor will be placed in the Date
of Request fi el d.

b. Manufacturing Plant Information: Actual manufacturing may
not be acconplished at the Prinme Contractor’s plant but at an
off-site plant. |If this is the case, click on the downward arrow
under the Manufacturing Plant Information field with your nouse.
Find the manufacturer’s nanme and CAGE code in the pop-up nenu and
select it. |If there is not a nane which you need, contact your
Monitor or a user with Table Maintenance access to add it.

c. Date of Request: Enter the contractor’s request date (i.e.
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contractor’s date used on the DD Form 1694, 1693, letter, etc.).
This is a required field.

d. Date Received: Enter the date the CAO received the request.
This is also known as the date entered into ACTS. This is a
required field.

e. Type of Request: Use the pop-up nenu and sel ect the
appropriate type. This is a required field. The Express Input
screen types of requests include ECP, Waiver, Deviation, or MRB
Class of Request is a display field generated fromthe sel ection
made on the Type of Request field. ECP generates Cass ||

Wai ver or Deviation generates Mnor, NMRB generates a bl ank Class
of Request.

f. Request/ECP Nunber: Type in the request or ECP nunber. This
is arequired field that nust be unique.

g. Contract Number: Type in the prinme contract nunber or use
the pop-up nmenu to select one. |If you type in a contract nunber,
it is automatically added to the data table of contract nunbers.
This table of contract nunbers can al so be maintained fromthe
Table Maintenance function. This is a required field. Correct
entry is very inportant because the first six characters of the
contract nunber are used to identify the buying activity for the
mlitary service reports.

h. SPIIN: Type in the Suppl enmentary Procurenent |nstrunment

I dentification Nunber (SPIIN) or purchase order nunber, as
appropri ate.

i. Weapon System: Weapon system if applicable.

j. CAO Date: The date the CAO conpletes the processing of the

request at the CAO This date defaults to the current date but
can be nodifi ed.
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The Reviewer, CAO Has Approval Authority, CAO Approve This Action
are all display fields generated fromthe Express Input screen.

Save and Continue saves your input and places the cursor in the
Date of Request input field. The values entered remain on the
screen to be used as input for another new request.

Save and Clear saves your input and clears the val ues you
entered. The cursor is placed in the Contractor Information pop-
up unl ess you have a default prinme contractor. |If you have

desi gnated a default prinme contractor the cursor is placed in the
Date of Request fi el d.

Menu returns to the Configuration Managements Options screen
w t hout savi ng.

Add Request Data

This function is used when the Express Input function is not
appropriate. dick on the Add Request Data button in the
Configuration Management Options screen and foll ow t he bel ow
pr ocedure.

I ADD REQUEST DATA I

o - Manufacturing Plant Infarmation
ontractarInformation IF DIFFERENT THAN CONTRACTOR INFORMATION

| H| =
City/ Stete: City/ State:

Date of Request: MM/DD Ay Contract No: | H
Date Received: MMDAee sec[ Recurrmgl:l
Type of Reguest: l:lzl ltern Nomen: |
Class of Request: l:lzl ‘YWeapon System: I:l
Feason for ECP: l:lzl Spec DucumemNum.I:l
Requirements ‘Waived: l:lzl SpecParaNum: [ ]
Fequest! ECPMumber. [ | SpecPreparingAdtivie: [ ]

weM: [ == - | Date SpecPrep Activity Notified: [ /

MR 77T TY
Fart Mumber. | | OptName | \
Quantity Aftected: [T ]

Description:

* Save and Clear

Menu

¥+

a. Contractor Information: dick on the downward arrow under

t he Contractor Information field with your nouse. A pop-up nenu
with all of the contractor's nanmes and CAGE codes, which you have
previously entered via table maintenance, should be shown. If
there is not a nane which you need, contact your Monitor or a
user with Tabl e Mai ntenance access to add it. Scroll down the
list and select the applicable contractor submtting the new
request. This is arequired field. |If a default prine
contractor has been established, this information will be
automatically entered and the cursor wll be placed in the Date
of Request field.
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After selecting the "Name/ CAGE code for the Contractor or
Manuf acturer”, the Gty and State will automatically be
di spl ayed.

b. Manufacturing Plant Information: Actual manufacturing may
not be acconplished at the Prinme Contractor's plant but at an
off-site plant. |If this is the case, click on the downward arrow
under the Manufacturing Plant Information field with your nouse.
Find the manufacturer's nanme and CAGE code in the pop-up nenu and
select it. |If there is not a nane which you need, contact your
Monitor or a user with Table Mi ntenance access to add it.

c. Date of Request: Enter the contractor's request date (i.e.
contractor's date used on the DD Form 1694, 1693, letter, etc.).
This is a required field.

d. Date Received: Enter the date the CAO received the request.
This is also known as the date entered into ACTS. This is a
required field.

e. Type of Request: Use the pop-up nenu and select the
appropriate type. This is a required field.

f. Class of Request: Use the pop-up nenu and sel ect the
appropriate class. This is arequired field; however, if the
request is a VECP, it wll be bypassed.

g. Reason for ECP: Use the pop-up nenu to indicate the
appropriate reason for the Class | ECP. |If the request is a
VECP, wai ver/MRB or deviation, this field will be bypassed. This
is arequired field for a Cass | ECP

- Cass | ECPs to correct design errors include those to
i nprove performance to neet requirenents, elimnate interface
inconpatibilities between configuration itens, elimnate
hazardous conditions, and correct other obvious design errors.
These include nost Class | ECPs with justification codes b,c,d,
and s from M L- STD- 973.
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- Cass | ECPs to inprove design include those to elimnate
envi ronnent al hazards, i1inprove nmanufacturability, inprove
per f or mance beyond requirenents, reduce costs, inprove
operational capabilities, and inprove |ogistics support. These
include nost Class | ECPs with justification codes o, r, and v
fromM L-STD 973.

- Cass | ECPs for requirenent changes include those to
i npl enment upgrades, nodifications, and ot her changes requested by
t he governnent/prime contractor.

- Oher Cass | ECPs include those to add additional sources
to control draw ngs, update material requirenents, and repl ace
obsol et e/ unavai l abl e parts. These include nost Class | ECPs with
justification code p from M L-STD- 973.

h. Requirements Waived: Use the pop-up nenu and sel ect the
requi renments which were waived. This is a required field for a
request for waiver; however, if the request is a VECP, it wll be
bypassed.

i . Request/ECP Number: Type in the request or ECP nunber. This
is arequired field that nust be unique.

J. NSN: Type in the 13 digit National Stock Nunmber (NSN)

k. Part Number: Type in the 25 digit Part Nunmber. Part Nunbers
can be used to determ ne Repeats of Contractor Requests.

. Quantity Affected: Type in the quantity affected in 15 digits
or |ess.

m Description: Description of request in 254 characters or
| ess.

n. Contract Number: Type in the prime contract nunber or use
the pop-up nmenu to select one. |If you type in a contract nunber,
it is automatically added to the data table of contract nunbers.
This table of contract nunbers can al so be maintained fromthe
Table Maintenance function. This is a required field. Correct
entry is very inportant because the first six characters of the
contract nunber are used to identify the buying activity for the
mlitary service reports.
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0. SPIIN: Type in the Suppl enentary Procurenent |nstrunent
I dentification Nunber (SPIIN) or purchase order nunber, as
appropri ate.

p. Recurring: Indicates a recurring critical or mjor request
for waiver or deviation.

qg. Item Nomen: [|tem Nonencl ature.
r. Weapon System: Weapon system if applicable.

S. Spec Document Num: Mlitary specification or standard
docunment nunber. Enter for every critical or major request for
wai ver or deviation that affects a mlitary specification or

st andar d.

t. Spec Para Num: Specification Paragraph Nunber. Enter for
every critical or major request for waiver or deviation that
affects a mlitary specification or standard.

u. Spec Preparing Activity: Specification Preparing Activity as
it appears in the DOD I ndex of Specifications and Standards
(DODI'SS) .

v. Date Spec Preparing Activity Notified: Date notified. DCMC
policy requires that CAGs send a copy of every recurring critical
or maj or request for waiver or deviation that affects a mlitary
specification or standard to the appropriate Specification
Preparing Activity.

w. Optional: This is an optional field provided for |ocal use.
It can contain up to 50 characters. The field headi ng Optional
can be nodified locally by executing Modify Configuration from
Monitor Functions. Type the desired field heading (up to 10
characters) in the block for Optional Field Heading and press
tab. Press escape to exit. |If there is no field heading
specified, the default is Optional.

Save and Continue saves your input and places the cursor in the
Date of Request input field. The values entered remain on the
screen to be used as input for another new request.



Save and Clear saves your input and clears the val ues you
entered. The cursor is placed in the Contractor Information pop-
up unl ess you have a default prinme contractor. |f you have

desi gnated a default prinme contractor the cursor is placed in the
Date of Request fi el d.

Menu returns to the Configuration Managements Options screen
w t hout savi ng.

Edit Request Data

= SELECT REQUEST NUMBER I

@ Active

"y Holding Tank

I

Edit Request Data provides the capability to nodify request data
in either the active data file or the holding tank. The nonitor
shoul d select the file location and then the request nunber from
t he Select Request Number popup.

Once a request has been opened for functional review, the request

data cannot be edited fromthis screen. Only the nonitor can
edit the data fromthe Browse/Edit All Active function.
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I EDIT REQUEST DATA I

Manufacturing Plant Information
IF DIFFERENT THAN CONTRACTOR INFORMATION

\ [*] | [¢]
City/ State: City/ State

Date of Request [L7 | MM/DDAYYY  Contract MNo: [ [2]
Date Received: _ MMAD Y SPIN I:l Recuring: |:|
TypeofRequest [ T3] jemNomen: | |
Class of Request: l:lzl Weapon Systern: [ ]
Feason for ECF: Spec DocumentNum:IZl
Fequirements YWaived: Spec Para Mum | |

Contractor Information

RFequest{ ECP Numhber. 867676 Spec Preparing Activity: :l
MEM: [ - - | Date Spec Prep Adtivity MNotified: [ / /
|51 % I W A e
Fart Mumber: | | OptMame | |
Quantity Aftected: [ ]
Diescription
- Save Menu

71 |Edit Another Request

Al'l data fields can be nodified except for the request nunber.
The request nunber is a read only field on this screen. The

Moni tor can nodify a request nunber via the Browse/Edit All
Active function or the Browse/Edit Holding Tank function
depending on the location of the request. Save updates the data
and returns to the Edit Another Request nmenu. Edit Another
Request does NOT save any updates, it returns to the Select
Request Number popup. Menu does NOT save any updates, it returns
to the Configuration Management Options nenu.

QAR

2 QAR INPUT

Request Number: m Reviewer: Another User

Request Type: Contractor:

Request Class: City/State:

Contract Number: Date Received:

SPIIN: Date Signed:

CAGE:

Request Adequate [Y/N)? I:I Approval Recommended [Y/N)? I:I

Concur Class [Y/N]? l:l Review Hours?

Comments
¥
¥

Yiew All Comments Save Draft Sign OFf Menu

Cick on the QAR Input button in the Configuration Management
Options screen and foll ow the bel ow procedure.
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a. Find the Request Number in the Request Number pop-up nenu and
select it. The Request Type, Request O ass, Contract No., SPIIN
Contractor, GCty/State and Prinme CAGE plus your Nanme wil|
automatically be displ ayed.

b. Date Received is automatically displayed. |If you have
previ ously saved your review, this date will be the date you
saved. Oherwse, it will be the current date.

c. Date Signed (date you sign off this request), is automatically
di spl ayed after you execute the Sign OFFf function.

d. Answer the appropriate questions for Request Adequate, Concur
Class, and Approval Recommended with a Y (yes), N (no) or blank
(Hnt: try using the space bar-it toggles Y, N and bl ank).

e. Review Hours?: Put in the nunber of hours it took you to
eval uate the request. For exanple, use 2.5 if it took you 2.45
hours (round off to the nearest one tenth of an hour) to review
the contract, drawi ngs and input the information in ACTS.

f. Fill in the Comments bl ock with supplenentary information.

View all Comments displays a screen wth other functional
comments on the selected request. Comments can be nodified only
in the functional block corresponding to the functional input
screen that is executing View AlIl Comments.

Save Draft saves the information typed on the input screen. This
request can be selected again for further editing.

Sign Off saves the information typed on the input screen and
assi gns a Date Signed for that request. Once a request has been
signed off, it can not be edited fromthe functional input
screen. The Monitor can edit the request fromthe Browse/Edit
All Active function or can reopen the request for the functional
i nput screen fromthe Reopen Closed Requests function. Both
options are within Monitor Functions.
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Viewing Comments

Cick on the View AIl Comments button in the applicable input
screen (QAR, Engi neering, Operations Managenent, ACO, or O her).
You can edit your I|nput w ndow but not any of the other ones.

= VIEW ALL COMMENTS

QAR Reviewed By:

+|| Request Adequate:
Concur Class:

Approval Recommended:
+|| Date Signed:

#| Concur Class: Y
Approval Recommended: Y
CCB Date: )

+| Date Signed: 05/16/1996

Opr Management Reviewed By:

-

Approval Recommended:
Date Signed:

ACO Reviewed By:

+

Appioval Recommended:
Date Signed:

¥

+] Approval Recommended: [ |
Y RETURN

Other Reviewer: Dennis Skoneczka

Engineering

= ENGINEERING INPUT

Request Number: m Reviewer: Another User

Request Type: Contractor:

Request Class: City/State:

Contract MNumber: Date Received:

SPIIN: Date Signed:

CAGE:

Concur Class [Y/N)? 1 cceDate? MM/DD Y

R d Approval [Y/N)? Review Hours?

Comments
+
¥

Yiew All Comments Save Draft Sign OFF Menu

Cick on the Engineering Input button in the Configuration
Management Options screen and foll ow the bel ow procedure.

a. Find the Request Number in the Request Number pop-up nenu and
select it. The Request Type, Request Cass, Contract No., SPIIN
Contractor, Cty/State and Prinme CAGE plus your Nanme wil|
automatically be displ ayed.
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b. Date Received is automatically displayed. |If you have
previ ously saved your review, this date will be the date you
saved. Oherwse, it wll be the current date.

c. Date Signed (date you sign off this request), is automatically
di spl ayed after you execute the Sign OFF function.

d. Answer the appropriate questions for Concur Class, Recommend
Approval with a Y (yes), N (no) or blank. Hint: try using the
space bar-it toggles Y, N and bl ank.

e. CCB Date?: |If known, type in the date which the Governnent
Configuration Control Board net to review the request.

f. Review Hours?: Put in the nunber of hours it took you to
eval uate the request. For exanple, use 2.5 if it took you 2.45
hours (round off to the nearest one tenth of an hour) to review
the contract, drawi ngs and input the information in ACTS.

g. Fill in the Comments bl ock with supplenentary information.

View all Comments displays a screen wth other functional
comments on the selected request. Comments can be nodified only
in the functional block corresponding to the functional input
screen that is executing View AlIl Comments.

Save Draft saves the information typed on the input screen. This
request can be selected again for further editing.

Sign Off saves the information typed on the input screen and
assigns a Date Signed for that request. Once a request has been
signed off, it can not be edited fromthe functional input
screen. The Monitor can edit the request fromthe Browse/Edit
All Active function or can reopen the request for the functional
i nput screen fromthe Reopen Closed Requests function. Both
options are within Monitor Functions.
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Operations Management

I OPERATIONS MANAGEMENT INPUT I
Hequest Number: m Reviewer: Another User

Request Type: Contractor:
Request Class: City/State:
Contract Number: Date Received:
SPIIN: Date Signed:
CAGE:

Hecommend Approval (Y/N]? I:| Review Hours?

Comments

Yiew All Comments Save Draft Sign OFf Menu

Cick on the Operations Management Input button in the
Configuration Management Options screen and foll ow t he bel ow
pr ocedure.

a. Find the Request Number in the Request Number pop-up nenu and
select it. The Request Type, Request O ass, Contract No., SPIIN
Contractor, Cty/State and Prinme CAGE plus your Nanme wil|
automatically be displ ayed.

b. Date Received is automatically displayed. |If you have
previ ously saved your review, this date will be the date you
saved. Oherwse, it will be the current date.

c. Date Signed (date you sign off this request), is automatically
di spl ayed after you execute the Sign OFFf function.

d. Answer the question for Recommend Approval.

e. Review Hours?: Put in the nunber of hours it took you to
eval uate the request. For exanple, use 2.5 if it took you 2.45
hours (round off to the nearest one tenth of an hour) to review
the contract, drawi ngs and input the information in ACTS.

f. Fill in the Comments bl ock with supplenentary information.
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View all Comments displays a screen wth other functional
comments on the selected request. Comments can be nodified only
in the functional block corresponding to the functional input
screen that is executing View AlIl Comments.

Save Draft saves the information typed on the input screen. This
request can be selected again for further editing.

Sign Off saves the information typed on the input screen and
assi gns a Date Signed for that request. Once a request has been
signed off, it can not be edited fromthe functional input
screen. The Monitor can edit the request fromthe Browse/Edit
All Active function or can reopen the request for the functional
i nput screen fromthe Reopen Closed Requests function. Both
options are w thin Monitor Functions.

ACO

= ACO INPUT
Request Number: m Reviewer: Another User

Request Type: Contractor:
Request Class: City/State:
Contract Number: Date Received:
SPIIN: D ate Signed:
CAGE:

Recommend Approval(Y/N]? [ | Review Hours?

Comments

Yiew All Comments Save Draft Sign DIf Menu

Cick on the ACO button in the Configuration Management Options
screen and follow the bel ow procedure.

a. Find the Request Number in the Request Number pop-up nenu and
select it. The Request Type, Request O ass, Contract No., SPIIN
Contractor, Cty/State and Prinme CAGE plus your Nanme wil|
automatically be displ ayed.

b. Date Received is automatically displayed. |If you have

previ ously saved your review, this date will be the date you
saved. Oherwse, it will be the current date.
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c. Date Signed (date you sign off this request), is automatically
di spl ayed after you execute the Sign OFFf function.

d. Answer the question for Approval Recommended.

e. Review Hours?: Put in the nunber of hours it took you to
eval uate the request. For exanple, use 2.5 if it took you 2.45
hours (round off to the nearest one tenth of an hour) to review
the contract, drawi ngs and input the information in ACTS.

f. Fill in the Comments bl ock with supplenentary information.

View all Comments displays a screen wth other functional
comments on the selected request. Comments can be nodified only
in the functional block corresponding to the functional input
screen that is executing View AlIl Comments.

Save Draft saves the information typed on the input screen. This
request can be selected again for further editing.

Sign Off saves the information typed on the input screen and
assi gns a Date Signed for that request. Once a request has been
signed off, it can not be edited fromthe functional input
screen. The Monitor can edit the request fromthe Browse/Edit
All Active function or can reopen the request for the functional
i nput screen fromthe Reopen Closed Requests function. Both
options are within Monitor Functions.
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Other User

I OTHER USER INPUT I
Request Number: m Reviewer: Another User

Request Type: Contractor:
Request Class: City/State:
Contract Humber: Date Received:
SPIIN: Date Signed:
CAGE:

Recommend Approval (¢/N)? [ | Review Hours?

Comments

View All Comments Save Draft Sign Off Menu

Cick on the Other User Input button in the Configuration
Management Options screen and foll ow the bel ow procedure.

a. Find the Request Number in the Request Number pop-up nenu and
select it. The Request Type, Request O ass, Contract No., SPIIN
Contractor, Cty/State and Prinme CAGE plus your Nanme wil|
automatically be displ ayed.

b. Date Received is automatically displayed. |If you have
previ ously saved your review, this date will be the date you
saved. Oherwse, it will be the current date.

c. Date Signed (date you sign off this request), is automatically
di spl ayed after you execute the Sign OFFf function.

d. Answer the question for Recommend Approval.

e. Review Hours?: Put in the nunber of hours it took you to
eval uate the request. For exanple, use 2.5 if it took you 2.45
hours (round off to the nearest one tenth of an hour) to review
the contract, drawi ngs and input the information in ACTS.

f. Fill in the Comments bl ock with supplenentary information.
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View all Comments displays a screen wth other functional
comments on the selected request. Comments can be nodified only
in the functional block corresponding to the functional input
screen that is executing View AlIl Comments.

Save Draft saves the information typed on the input screen. This
request can be selected again for further editing.

Sign Off saves the information typed on the input screen and
assi gns a Date Signed for that request. Once a request has been
signed off, it can not be edited fromthe functional input
screen. The Monitor can edit the request fromthe Browse/Edit
All Active function or can reopen the request for the functional
i nput screen fromthe Reopen Closed Requests function. Both
options are w thin Monitor Functions.

CAO Recommendation

I CAQ RECOMMENDATION I
Request Number: m@ Reviewer: Another User

Request Type: CAGE:
Request Class: Contractor:
Contract Mumber: Citp/State:
SPIIN:
CAD Has Approval Authority (Y/H)? [] PCO Name: l:E
CAD Approve This Action [Y/N)? I:l Buying Command:
CAD Date: MM /DDA Office Symbol:
Phone Number:
CAD Recommendation TO PCO:
Comments El

View Al Commcns i sove Q) Mou |

The CAO Recommendation screen indicates the conpletion of
processing at the CAOlevel. This is the only nmandatory
comment /i nput screen. Use of individual functional input screens
depends on the type and conplexity of the action and | ocal
procedures. Cdick on the CAO Recommendation button in the
Configuration Management Options screen. Follow the bel ow
procedure for inputting data.
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a. Find the Request Number in the Request Number pop-up nenu and
select it. The Request Type, Request O ass, Contract No., SPIIN
Contractor, City/State and Prinme CAGE plus your Name wll
automatically be displ ayed.

b. The CAO Has Approval Authority (Y/N) input bl ock indicates
whet her the CAO can approve/ di sapprove the request w thout
submtting to the PCO

c. If the CAO has approval authority, conplete the input field
for CAO Approve This Action (Y/N).

d. If the CAO does not have approval authority, conplete the
input fields by selecting a PCO via a popup nmenu and by entering
the CAO recomendation to the PCO  The PCO nane sel ection is not
a mandatory field.

e. The CAO Date conpl etes the processing of the request at the
CAO. This date defaults to the current date, but it can be
nodi fi ed.

f. Fill in the comments field for conbi ned renarKks.

Cick the View AlIl Comments button to view other functional input
conment s.

The person saving data on the CAO Recommendation screen will be
identified in the database and the nanme, title, and signature (if
enbedded) will be displayed on the DD Form 1998 and DCMC Revi ew
forms when the CAO has approval authority. Wen the CAO does not
have approval authority, the nane and title of the person saving
data on the CAO Recommendation screen will be displayed on the
DCMC Revi ew forns follow ng the cooments in the CAO Consolidated
Comments section. Once the CAO Recommendation screen i s saved,
any functional input screens that have not been signed off wll
be cl osed based on the CAO date; however, no signature wll
appear on any report fornms.

3.18



PCO Determination

e eneEmaumon
Request Humber: m

Request Type: CAGE:
Request Class: Contractor:
Contract Mumber: City/State:
SPIIN:

PCO Name: l:lzl Approved by PCO? —

Buying Command: Date Signed by PCO: MM,JDDNYW’
Office Symbol: Date Received from PCO: MMADDAYYY
Phone Humber: Govemnment Savings [in thousands of S]:IjI
Ci

+

Any person authorized by the Munitor may enter data in the PCO
Determination screen. This screen needs to be filled out for
every action processed by the CAO for which the CAO did not have
approval authority. These actions are considered active in the
dat abase until this screen is conpleted. dick on the PCO
Determination button in the Configuration Management Options
screen.

a. Find the Request Number in the Request Number pop-up nenu and
select it. The Request Type, Request O ass, Contract No., SPIIN
Contractor, Cty/State and Prinme CAGE plus your Nanme wil|
automatically be displ ayed.

b. Find the applicable PCOs nane in the PCO Name pop-up nenu.
The PCO Nane, Buying Conmand, O fice Synbol, and Phone Numnber
wll automatically be filled in the applicable bl ocks as read
only fields.

c. Answer the question Approved by PCO.

d. Fill in the Date Signed by PCO and Date Received from PCO.
Date Signed by PCO is the date the program office/buying activity
CCB net and di spositioned the action. The reason for this date
is to determ ne whether the CAO comrents got to the program

of fice/ buying activity prior to the CCB neeting.
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e. Fill in the Comments bl ock fromthe PCO

f. Fill in the value of government savings (in thousands of $ to
the nearest tenth), if applicable.

g. Cick the Save button. Once the Date Signed by PCO is entered
and saved, this request will not be available fromthis screen.
The Monitor can edit the request fromthe Browse/Edit All Active
function or can reopen the request for additional input fromthe
Reopen Closed Requests function. Both options are within Monitor
Functions.
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Chapter Four: Standard Reports

A ick the Standard Reports button in the Configuration Management

Options screen and you will get this screen listing avail able
reports.

= STANDARD REPORTS

| Military Service Report I

| Clozed Actions I | Recurring RPw /RFD I

| Check for Repeat Actions I |Polential Recurring HFW'J'HFDI

| DD Form 1998 ] | Awaiting PCO Determination |
CH Options

| DCMC Review Form [Short] I | Text File of Comments I

| DCMC Review Form [Long] I Process Cycle Time By

Contractor

Metrics Spreadsheet

Management Metrics

Active Request Status

Aick the Active Request Status button fromthe Standard Reports
screen and you will get a subsequent screen to select from

= ACTIVE REQUEST STATUS A

Select Scope

" By Suboffice

v By User

| [2]




Active requests are defined as those requests that have not been
cl osed at the CAO by conpleting the CAO Recomendati on screen (no
CAODATE) or those that have been cl osed at the CAO w thout | ocal
approval authority and are awaiting PCO determ nati on ( CACDATE
CAQAUTH="N', and no PCCDATESI G .

The AIl option generates a report of all active requests. The By
Suboffice option generates a report of all active requests for
the specified suboffice code. The By User option generates a
report of all active requests for the selected user. Select the
User’s Nane via the selection pop-up w ndow.

Closed Actions

Click the Closed Actions button fromthe Standard Reports screen
and you will get a subsequent screen to select from

= CLOSED ACTIONS =

Select Scope
@IAIL
) By Suboffice

0 By User

L M

From

77 - [ |
MM/DD ATy MMADD /7T

‘ Enter Date Range
[

Cl osed requests are defined as requests that have been cl osed at
the CAOw th |ocal approval authority (CAODATE and CACAUTH="Y")

or have been closed at the CAO wi thout |ocal approval authority
and then cl osed at the PCO (CACDATE, CAQAUTH="N’', and

PCODATESI G) .

The AIl option generates a report of all closed requests. The By
Suboffice option generates a report of all closed requests for
the specified suboffice code. The By User option generates a
report of all closed requests for the selected user. Select the
User’s Nane via the selection pop-up window. A date range can be
entered for any of the options to filter the closed requests by a
specific tinme period.
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Check For Repeat Actions

= CHECK FOR REPEAT ACTIONS
Select Prime Contractor: [N *

Select Type of Request: | |ﬂ
Select Class of Request: | m
Select Part Number: | |ﬂ
Enter CAO Date Range: 7 | - 24

MM DDA MDD A

Enter Suboffice Code: [ |

Leaving all fields blank will produce a report of all actions/iequests.

IPleviewI Print I Menu I

This report lists all actions that neet the input criteria
specified. It does not track repeats per characteristic or for
any given contract nunber. Any conbination of input paraneters
may be specified to filter the output.

DD Form 1998

Preview Print DD Form 1998 by sel ecting the Request Number from
t he popup nenu and clicking on preview or print. This form
contains all of the comments provided in the functional input

screens, but not the coments provided in the CAO Recommendation
screen.

DCMC Review Form (Short)

Preview Print DCMC Review Form (Short) by sel ecting the Request
Nunber from the popup nenu and clicking on preview or print.
This formcontains the cooments provided in the CAO
Recommendation screen, but none of the coments provided in the
functional input screens. This is the preferred review form
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DCMC Review Form (Long)

Preview Print DCMC Review Form (Long) by sel ecting the Request

Nunmber from the popup nmenu and clicking on preview or

print.

This formcontains both the coments provided in the CAO
Recommendation screen and the comments provided in the functional
I nput screens.

Metrics Spreadsheet

The Metrics Spreadsheet report can be reached by clicking the

Metrics Spreadsheet button.
year and then be able to sel ect Preview, Print, or

a fiscal

Next, you wl|l

get a screen to enter

Menu.

A suboffice code can be entered to generate the report for a
particul ar suboffice.

The nunbers on this report should be used as input to the nonthly

metrics spreadsheet

report submtted by each CAQ

The Tabl e provi ded bel ow has the Metrics Spreadsheet al gorithns
and a quick reference to the Managenent Metrics Report.

D. E. Metrics ACTS Al gorithmfor Managenent

Spreadsheet |Metrics Spreadsheet ([Metrics Report
Equi val ent

3.10. 1a Class | ECPs [Sum(Class | ECPs to [|Quantity of O ass
to Correct Correct Design | ECPs Processed
Desi gn Errors with a to Correct Design
Errors CACDATE in the Errors

subj ect Mont h)

3.10.1b Class | ECPs [Sunm(Class | ECPs to [|Quantity of O ass
to | nprove Cause an | nprovenent |I ECPs Processed
Desi gn wi th a CAODATE in to I nprove Design

t he subj ect Month)

3.10. 1c Class | ECPs [Sun(Class | ECPs to [|Quantity of O ass
for Accomodat e a Buying [I ECPs Processed
Requirenents |Activity with a for Requirenents
Change CACDATE in the Change

subj ect Mont h)

3.10. 1d Class | ECPs [Sum( O her O ass | Quantity of O her
for O her ECPs with a CAOCDATE |Class | ECPs
Reasons in the subject Processed for

Mont h) O her Reasons
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. 10. 1e Class 11 This is the nunber See Note:
ECPs of ECPs entered
Processed using the Add d ass
|1 ECPs Functi on,
whi ch is the nunber
of ECPs generated
for the nonth by the
CAO contractors in
t he nont h.
. 10. 1f Maj or / Sum(Major/Critical Quantity of
Critical RFW with a CACDATE (Critical and
RFW in the subject Maj or RFW
Mont h)
. 10. 1g Maj or/ Sum(Major/ Critical Quantity of
Critical RFDs with a CACDATE |(Critical and
RFDs in the subject Maj or RFDs
Mont h)
. 10. 1h M nor Sum(M nor RFDs with ([Quantity of M nor
Devi ati ons a CACDATE in the RFDs
subj ect Mont h)
.10.1.1a |Recurring Sum(Major/Critical No equi val ent
Maj or / RFDs/ RFW i dentified
Critical as Recurring with a
RFWs/ RFDs CACDATE date in the
subj ect Mont h)
. 10. 2a Days to Sun( CAO Date - Total days to
Process Request Date) for process all
Class | ECPs |Class | ECPs with a |Class | ECPs
CACDATE in the
subj ect Month
.10. 2b Days to Sun( CAO Date - Total days to
Process Request Date) for process all
Class |1 Class Il ECPs with a|Class Il ECPs
ECPs CACDATE in the
subj ect Month
.10.2.1a |[Days to Sun( CAO Date - No equi val ent
Process Request Date) for
Maj or/ Major/Critical RFW
Critical with a CAODATE in
RF\W\ t he subject Month
.10.2.1b |[Days to Sun( CAO Date - No equi val ent
Process Request Date) for
Maj or/ Major/Critical RFDs
Critical with a CAODATE in
RFDs t he subj ect Month
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3.10.2.2a |Days to Sum( PCO Dat e - Total Quantity of
Process/ Request Date) for Days to process
Di sposition |[Class | ECPs with a |and di sposition
Class | ECPs |PCO DATE in the all Cass | ECPs

subj ect Month

3.10.2.3a |Days to Sum( PCO Dat e - No equi val ent
Process/ Request Date) for
Di sposition |Major/Critical RFW
Maj or/ with a PCO DATE in
Critical t he subject Month
RFW\

3.10.2.3b |Days to Sun( PCO Date - No equi val ent
Process/ Request Date) for
Di sposition |Major/Critical RFDs
Maj or/ with a PCO DATE in
Critical t he subject Month
RFDs

NOTE:

The Managenent Metrics Report counts the nunber of C ass |

processed in ACTS.

The Metrics Spreadsheet provides the total
ECPs generated by the CAO contractors.
the ACTS nonitor once a nonth using the Cass 11

For the “Days to Process .

.” cal cul ati ons,

ECPs

nunber of Cl ass |
Thi s nunber

is entered by
ECPs functi on.

0.5 is added as the

processing tine for any action in which the date subtraction

equal s zero.
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Management Metrics

= MANAGEMENT METRICS

Enter Process Date

Manth -
“ear |:|
Y

Enter Suboffice Code
1

Check Page(s] To Preview/Print
[ Ca0 Processing Cycle Times
[ PCO Processing Cycle Times
[ WECP:

Process Date defaults to the last full month/year.

Previewl Print Menu

The Management Metrics report is based on the reporting nonth and
year input by the user. A suboffice code can be entered to
generate the report for a particular suboffice. Sone of the
fields are clarified bel ow

ECPs/ RFDs/ RFW/ MRBs:

The Contract Adm nistration Ofice Processing Cycle Tines are
determ ned by those actions in which the CAO Reconmendati on
screen was conpleted during the reporting nonth (CAODATE). The
foll ow ng defines the Processing Tinme cal culations for those
actions (0.5 is added as the processing time for any action in
whi ch the date subtraction equals zero):

Days to receive is the difference between the date the action was
entered into ACTS (DATEENTER) and the date of the
request ( REQDATE)

Days to process internally at the CAOis the difference between
the date the action was closed by the CAO conpleting the CAO
Recomrendati on screen (CAODATE) and the date the action was
entered into ACTS ( DATEENTER).



Total days to process at the CAOis the difference between the
date the action was closed by the CAO conpleting the CAO
Recomrendati on screen (CAODATE) and the date of the request

( REQDATE) .

The Procurenent Contracting Ofice (PCO Disposition and Conpl ete
Cycle Tinmes are determ ned by those actions in which the PCO

Det erm nati on screen was conpl eted during the reporting nonth
(PCODATESIG. The follow ng defines the Processing Tine

cal cul ations for those actions (0.5 is added as the processing
time for any action in which the date subtraction equals zero):

Days to disposition is the difference between the date of PCO
Det erm nati on (PCODATESI G and the date the action was cl osed by
t he CAO by conpleting the CAO recommendati on screen ( CACDATE)

Total days to process and disposition is the difference between
the date of PCO Determ nation (PCODATESI G and the date of the
request ( REQDATE).

VECPs:

- Received DRP are those actions entered into ACTS during
the reporting nonth (DATEENTER)

- I n approval / di sapproval process at ERP are those cl osed
by the CAO by conpleting the CAO Reconmendati on screen ( CAOCDATE)
but not having a PCO determ nation date (PCODATESI G .

- Approved by mlitary services DRP are those approved
VECPs in which the PCO Determ nation screen was conpl eted during
the reporting nonth (PCODATESI G) .

- Dispositioned by the mlitary services DRP are those

approved or disapproved VECPs in which the PCO Determ nation
screen was conpleted during the reporting nonth (PCODATESI G) .
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Military Service Report

I MILITARY SERYICE REPORT I

Enter Process Date

Month -
ear I:|

haans

Process Date defaults to the last full month/year.

IPmcess Dalal Menu I

The Military Service Report cal cul ates sunmary data to produce
cycle tinme statistics for Class | ECP, Cass Il ECP
Critical/Major Deviations, Recurring Critical/Mjor Deviations,
Critical/Major Waivers, Recurring Critical/Myjor Wivers, and
M nor Devi ations for a specified process nonth and year. The
report is sorted by the Mlitary Departnent and the Buying
Activity and it can be previewed or printed.

Recurring RFW/RFD

= RECURRING RFW{RFD <

Specification Preparing Activities
Motified of Recurring Critical and M ajor

Waivers/Deviations
By The CAD

Specify Date Range
Fram To

T
MM /DD Y MM/DD /Y

Enter Suboffice Code [ |

Previewl Print Menu

Recurring RFW/RFD reports the Specification Preparing Activities
notified of recurring critical and maj or wai vers/deviations
within a specified date range. Recurrence is determned fromthe
data input field (RECURRING on the Add Request Data screen
defined as Y/N. Specification Preparing Activities notified
within the specified date range is determned fromthe input
field (DATE-SPEC) on the Add Request Data screen. A total of
Specification Preparing Activities notified is calculated at the
end of the report. A suboffice code can be entered to generate a
report for a particular suboffice.
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Potential Recurring RFW/RFD

Potential RFW/RFD reports potential recurring critical and major
wai ver s/ devi ations. Potential recurrence is defined as nore than
one entry of a duplicate specification preparing activity,

speci fication docunment nunber, and specification paragraph
nunber. This report is grouped by the Specification Preparing
Activity. A suboffice code can be entered to generate a report
for a particular suboffice.

Awaiting PCO Determination

Awaiting PCO Determination di spl ays general request information
for requests the have been closed at the CAO (fromthe CAO
Reconmendati on screen) w thout approval authority and are waiting
PCO determ nation. The days waiting field is calculated as the
current date mnus the CAO close date. A suboffice code can be
entered to generate a report for a particular suboffice.

Text File of Comments

Text File of Comments generates an ASCII text file containing
general request information for the request selected via the
popup wi ndow. Once a request is selected, the destination drive,
directory, and file name can be selected via a popup w ndow. The
default file nanme is actscmt.txt.
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Process Cycle Time By Contractor

= PROCESS CYCLE TIME BY CONTRACTOR I

Enter Date Range

Starting Date [ N

Ending Date
WM /DD MY

Select Contractor

[2]

Leaving all fields blank will produce a report
of all actionzfrequests.

This section gives conplete information with an exanple of the
Process Cycle Time By Contractor report.

Days to Process An Action gives the nunber of days (average,

m ni mum or maximum it takes to process a request starting with
the date the request is entered into the ACTS system and endi ng
with the date it is closed out (PCO signs the request or the

| ocal Governnent cl oses or approves/di sapproves the request).

Report Period is the period (REQDATE) which you enter in the
previ ous screen.

Summary for indicates that this report is a summary for the
report period and may represent nultiple requests.

Number of actions indicates the nunber of requests which have
been generated during the report period.

Date Range specifies the range of dates in which the requests
were made. The date range is always |less than or equal to the
report period.

QAR Days specifies the days it takes for the QAR to process the
request. The beginning date for this category is the date which
the QAR opens up the request in the QAR I nput screen and saves
the information. The last date is established when the QAR signs
of f.
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QAR>ENGR i ndi cates the nunber of days it takes to get fromthe
QAR to the Engineer. The synbol “>" is “greater than” and
i ndi cates that the Engi neer would receive the request after the

QAR

NOTE: There are two types of systens (or conbinations of) to
process requests—parallel or sequential. Parallel processing
means that each person processes the request at the sane tine.
Sequenti al processing neans each person (QAR, Engi neer, ACO
etc.) in the chain would | ook at the request and pass it to the
next person i.e. after the QAR is done with the request he/she
would give it to the Engineer (ENGR) and so on. |If the requests
are made in sequential order, then the “QAR>ENGR’ should be “0”
or greater. However, if the requests are processed in parallel,
t he nunber of days could be positive or negative since the

Engi neer coul d have processed the request prior to the QAR The
“QAR>ENGR’ columm is designed for “sequential type” processing.

ENGR Days specifies the days it takes for the Engineer to process
the request. The beginning date for this category is the date
whi ch the Engi neer opens up the request in the Engineering |nput
screen and saves the information. The last date is established
when t he Engi neer signs off.

ENGR>ACO i ndi cates the nunber of days it takes to get fromthe
Engi neer to the ACO. The synbol “>" is “greater than” and

i ndi cates that the ACO woul d receive the request after the
Engi neer.

NOTE: There are two types of systens (or conbinations of) to
process requests—parallel or sequential. Parallel processing
means that each person processes the request at the sane tine.
Sequenti al processing neans each person (QAR, Engi neer, ACO
etc.) in the chain would | ook at the request and pass it to the
next person i.e. after the Engineer (ENGR) is done with the
request he/she would give it to the ACO and so on. |If the
requests are nmade in sequential order, then the “ENGR>ACO should
be “0” or greater. However, if the requests are processed in
parallel, the nunber of days could be positive or negative since
t he ACO coul d have processed the request prior to the Engineer
The “ENGR>ACO’ columm was originally intended for “sequentia
type” processing.

4.12



ACO Days specifies the days it takes for the ACO to process the
request. The beginning date for this category is the date which
t he ACO opens up the request in the ACO I nput screen and saves
the information. The last date is established when the ACO signs
of f.

PCO Days specifies the days it takes for the PCO to process the
request. The beginning date for this category is the date in

whi ch the CAO conpl etes the CAO Recommendati on Screen. The fina
or last date is the “Date Signed by PCO which is entered in the
“PCO Determ nation Screen.” The difference between the CAO s
recomendati on date and the PCO s “Date signed by PCO (see PCO s
| nput Information Screen) is the days taken for the PCOto
process the request. |If the CAO has approval authority, this

cal culation is not applicable.

Close Days specifies the days taken to process the request from

t he begi nning of the request period to the end. The beginning
day is the date which the initial request is saved in the *New
Request Input” Screen. The date is automatically entered by ACTS
when you save the initial request. The final date is the “Date
Signed by PCO in the PCO I nput Screen. The end date can al so be
the date the | ocal Government O fice closes the action.

CAUTION: If you add up the individual days under the various
colums (QAR, QAR>ENGR, ENCR Days, etc.) you may expect the tota
to be equal to the “Close Days.” This would normally not be the
case. The QAR, QAR>ENGR, ENGR etc. days reflect *Average,

M nimum or Maxi mum” The days in each colum can be from
different Actions or Requests. Consequently, if you add up the
days in each colum they would not equal the nunber in the “d ose
Days” col um.

Average is the total nunber days to process actions divided by
the total nunber of actions for each col um.

Minimum refl ects the | east nunber of days it takes to process any
of the requests for that colum (QAR QAR>ENGR, ENGR Days, etc.).

Maximum refl ects the greatest nunber of days it takes to process

any of the requests for that colum (QAR QAR>ENGR, ENGR Days,
etc.).
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Process Cycle Time By Buying Command

i PROCESS CYCLE TIME BY BUYING COMMAND I

Enter Date Range

Starting D ate _

Ending Drate
MM/DD A

Select Buying Command

2]

Leaving all fields blank will produce a report
of all actions/requests.

IPleviewI Print I Menu I

The format and operation of this report is simlar to the prior
one.
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Chapter Five: Charts

The Charts function graphically displays data based on predefined
criteria. In order for this function to work, Mcrosoft G aph
versions 3 or 5 nust be properly installed and registered within
W ndows. |If your graphs indicate a ‘Gaph Error’, then M5 G aph
is not properly installed. If you do not have M5 G aph, a run-
time version can be installed by downl oadi ng the executable file
graph.exe in binary node fromthe DLAHP2 server to your working
directory. The following |line nmust be added manually to the
Enbeddi ng section of your win.ini file |ocated in your W ndows
directory:

MSG aph=M crosoft G aph, M crosoft G aph, c:\actsv3\graph. exe, picture
Repl ace the c:\actsv3 with the full path to your v3 working
directory. Restart Wndows and test the ACTS Charts function.

= CHARTS

iActivity By Prime Contractor!

| Clazz | ECPz To Correct Design Errors I

| Class Il ECPs Generated and Heviewedl




Activity By Prime Contractor

= ACTWITY BY PRIME CONTRACTOR

Enter Process Date

Manth: |
Year: |:|
Y

Process Date defaults to the last full month/year.

Report Previewfl Report Print Chart Preview Chart Print

Activity By Prime Contractor is determ ned by the nunber of
requests closed at the CAO by conpl eting the CAO Recomrendati on
screen within the specified nonth/year for Cass | ECPs, Cass |
ECPs to Correct Design Errors, Class Il ECPs, Critical/Mjor

Wai vers and Devi ations, Mnor Wiivers and Devi ati ons, and MRBs.
The Report options display data in a matrix format containing a
line of totals for each Prine Contractor that had activity in the
specified nonth/year. The Chart options display data in a
graphical format. A pie chart is displayed for Cass | ECPs,
Class Il ECPs, Critical/Mjor Waivers and Deviations, M nor

Wai vers and Devi ations, and MRBs that shows the top four Prine
Contractors for the specified nonth/year and the total of O her
in percentages. A Colum Chart is displayed for Cass | ECPs to
Correct Design Errors that shows the top four Prine Contractors
for the specified nonth/year in percentages overlaid by a line
chart that shows the percentage for the CAO average of C ass |
ECPs to Correct Design Errors for the specified nonth/year.
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Class | ECPs to Correct Design Errors

= CLASS | ECPS TO CORRECT DESIGN ERRORS

Enter End Date

tdonth: [ ]
Yean 1

hanas

Chart data is processed for a 12 month period.

End Date defaults to the last full month/year.

I Chart Pleviewl Chart Print I

Class | ECPs to Correct Design Errors displays a |ine chart that
shows the CAO percentage of Class | ECPs to Correct Design Errors
for requests that were closed at the CAO by conpleting the CAO
Recommendati on screen within a 12 nonth tine period. The end
date for the 12 nonth tinme period can be specifi ed.

Class 11 ECPs Generated and Reviewed

= CLASS Il ECPS GENERATED AND REVIEVWED

Enter End Date

tanth: -
‘ear 1
haaas

Chart data is processed for a 12 month period.

End Date defaults to the last full month/year.

I Chart Preview I Chart Print I

Class Il ECPs Generated and Reviewed displays a line chart that
shows the CAO total of Class Il ECPs generated by the contractor
and the CAOtotal of Class Il ECPs that were reviewed (closed at
the CAO by conpleting the CAO Recommendati on screen) within a 12
month tinme period. The end date for the 12 nonth tinme period can
be specified.
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Chapter Six: Custom Reports

Cust om Reports lets you define what informati on and i n what order
you would like to see it. Custom Reports is a nultiple step
process which is described as foll ows:

= CUSTOM REPORTS 2

{Create A New Custom Report

HIGHLIGHT AN EXISTING REFORT AND SELECT AN OPFTION

Modify Parameters Select Ouput Destination

I CH Options l

From t he Custom Reports nenu you can create a new custom report

or select a previously saved customreport and nodi fy, produce
out put, or delete.

Data Selection

= CUSTOM BREPORT DATA SELECTION -
Select Data From The Data Dictionary To Report Data

Double click on the field to move data from the dictionary to the report.

Data Dictionary Report Data
Field Mame Field D escription
ACOCODE ACO'S CODE ¥
ACODATSIGN  DATE ACO SIGHNED DD1Ssg
ACODAT_REC  DATE ACO RECETIVED REQUEST/ECP
ACOHOURS ACO HOURS
ACORECOMD ACO'S RECOMMENDATION
ACOREMARE ACO'S REMARES
ACOROUTE ROUTED TO ACO
acosIc ACO'S SIGNATURE FLAG
ADEQVER ADEQUACY AND ACCURACY VERIFIED
CAOAPPROVE  INDICATES CAO APPROVALSDISAPPROVAL
CAOAUTH INDICATES CAOD APPROVAL AUTHORITY
CAOCODE IDENTIFIES TSER COMPLETING Ca0 REC
CAODATE COMPLETION DATE AT THE CAOD LEVEL
CAORECOMD CA0 RECOMMENDATION CODE
CAOREMARK CA0 CONZOLIDATED REMARKES
CCEDATE CONFIGURATION CONTROL BOARD DATE [+ +

Custom Reports




This screen allows you to select as many fields as desired from
the Data Dictionary to be placed on your

report.
Order Selection

Select The Order Of The Data For The Report

Order defaults to the order the request(s) were entered into ACTS.

I eax |

Foward i

This screen allows you to select the sort order of the data for
your report.

Filter Selection

CUSTOM REPORT FILTER SELECTION =

Select Field To Filter
Double click on the field to select.
Figld D escription

Select Operation

Field Mame

ACOCODE

DATE ACO SIGNED DDL953
DATE ACO RECEIVED REQUEST/ECP
ACO HOURS

ACO'S RECOMMENDATION

3] O EQUAL

I <) NOT EQUAL

) LESS THAN

¢ LESS THAN OR EQUAL TO

ROUTED TO ACO
ACOD'E SICGNATULE FLAC

() GREATER THAN
() GREATER THAN OR EQUAL TO

Select Yalue
() BLANK

> ZERD
O EXISTING DATA VALUE

I

Filter Definition

Select Operation For Compound Filter
{>» ND MORE FILTERS

(> AND ANOTHER FILTER
» OR ANOTHER FILTER

Filter definition defaults 1o 'No Filters'.

{Clear Filters:

Back Forward

This screen allows you to define filters for your report. Sel ect
a field to filter by double clicking. This will nove the cursor
to the next filter selection, and subsequently each sel ection
nmoves your cursor to the next. Once you have defined your | ast
filter and you have selected NO MORE FILTERS the screen will dim

A filter selection can only be corrected by selecting Clear
Filters and redefining your filters.



Output Selection

= CUSTOM REPORT OUTPUT SELECTION hd
Select The Quput Destination For The Report

Output destination defaults to Report Preview.

< Report Print

> Browse
» DBF

Enter Title for Report: | |

Processz Report Save Aeport Back Cusztom Reports

This screen allows you to process and save your report. To
process your report select an output destination (this defaults
to Report Preview) and click on Process Report. The out put
destination can be changed at any tine and there is nolimt to
t he nunber of times you process your report. To save your
report, enter a title and click on Save Report.
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Chapter Seven: HQ Functions

The Headquarter Functions nenu selection is designed to generate
consol i dated reports based on ACTS data transferred from al
DCVAQ' DPRO s reporting to HQ DCMC.

Each DCMAO' DPRO is required to transfer a file (created by the
Monitor selection 'Create FTP File') to HQ monthly. This file
tracks the origin of the data based on the DODAAC of the
reporting DCMAQ' DPRO. A consolidation utility is executed at HQ
to create two summary data files.

I HEADQUARTER FUNCTIONS I

| Military Service Report I

| Recurring RFW/RFD ]

[ Potential Recuring RFW/RFD |

|Speci[icalion Preparing Achivities Noli[iedl

Summary data files (M RSUM DBF and SUMVARY. DBF/ CDX) are required
in order to produce Headquarters |evel reports. They (and ot her
inportant files) are contained in the self-extracting archive
file (ACTSDATA. EXE) which nust be retrieved using FTP fromthe
host conputer (DLAHP2) |ocated at HQ DLA. The summary data files
fromVersion 2.x are not conpatible with those from Version 3.0
and shoul d not be interchanged. The FTP should be acconpli shed
outside of the ACTS application and prior to executing the
reports. See Appendix C, General FTP Instructions.
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Management Metrics

Thi s option provi des Management Metrics reporting based on
selection criteria for all of DCMC, a specified District, or a
speci fied DCMAQ DPRO and a specified nonth and year. This report
can be previewed or printed.

I MANAGEMENT METRICS I

Select Scope For Report

@ DOMCE
S DISTRICT -TOTAL [ [¥]
O DISTRICT -EACHCAD [ %]

) CAD

=

Enter Process Date

Month [
Year 1

Y
Process Date defaults to the most recent month/year in the MIRSUM.DBF file.

Check Page[s] To Preview/Print
[ CAD Pracessing Cycle Times
[ PCO Processing Cycle Times
[ vECPs

Refer to the Management Metrics section under Standard Reports
for a discussion of the fields in this report.

Military Service Report

I MILITARY SERYICE REPORT I T

Select Scope For Report
Enter Process Date
@ AT SERVICES,

Manth - ) SELECT SERVICE _
Year 1 ) SELECT BUYING ACTIVITY _
haaas
Preview] Print f Men |

Process Date defaults to the last full month/year.

IPm[:E:x Dalal Menu I

The Mlitary Service Report cal culates summary data to produce
cycle tinme statistics for Class | ECP, Cass Il ECP
Critical/Major Deviations, Recurring Critical/Mjor Deviations,
Critical/Major Waivers, Recurring Critical/Mjor Wivers, and
M nor Devi ations for a specified process nonth and year. The
report is sorted by the Mlitary Departnent and the Buying
Activity and it can be previewed or printed.
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Recurring RFW/RFD

= RECURRING RFWIRFD A

Specification Preparing Activities
Motified of Recurring Critical and Major
Waivers/Deviations

BY DCWMC

Specify Date Range
From To

IR
MM/DD Y MM/DD AT

IPleviewI Print I Menul

Recurring RFW/RFD reports the Specification Preparing Activities
notified of recurring critical and maj or waivers/deviations
within a specified date range fromthe consolidated summary file.
Recurrence is determned fromthe data input field on the Add
Request Data screen defined as YN. A total of Specification
Preparing Activities notified is calculated at the end of the
report.

Potential Recurring RFW/RFD

Potential Recurring RFW/RFD reports potential recurring critical
and maj or wai vers/deviations fromthe consolidated summary file.
Potential recurrence is defined as nore than one entry of a
duplicate specification preparing activity, specification
docunent nunber, and specification paragraph nunber. This report
is grouped by the Specification Preparing Activity.

Specification Preparing Activities Notified

il SPECIFICATION PREPARING ACTIVITIES NOTIFIED [id I

Specify Date Range

From To

EREN
MH/DD Y MHL/DD Y

IPleviewI Print I Menul

Specification Preparing Activities Notified reports the nunber of
notifications fromeach CAOwithin a specified date range. This
report is grouped by district and displays subtotals of
notifications and a grand total of notifications.
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Chapter Eight: Other Functions

View Individual Request

View Individual Request provides a read only display of request
data fromall of the input screens based on a specified request
nunber selected fromthe Select Request Number popup.

= SELECT REQUEST NUMBER

The first screen to be displayed is the View Request Data screen.

I VIEW REQUEST DATA I

. M ing Plant Informati
Contractor Information IF DIFFERENT TH&N CONTRACTOR INFORMATION
Prime Contractor 1 11111 Manufacturing Plant Name 87654

City/State: [Alexandria, VA City/State: |Any City, 5T |
Date of Request: Contract No: [SERTZACY ]
Date Received: 0571671996 | SPIIN: [ | Recurring: D
Type of Request: Item Nomen: [ |
Class of Request : Weapon System: [gun
Reason for ECP: Spec D ¢Mum:[__ ]
Requirements Waived: Spec Para Num: [ |
] Spec P ing Activity: [ |
Request/ ECP Number: Date Spec Preparing Activity Noliﬁed
NSN: [ | 0pt Name [ |

Part Number: | |
Quantity AFf o I 5

Description:

VIEwW § HENU

Subsequent screens can be selected fromeach screen displ ayed.



Change Password

I CHANGE PERSONAL PASSWORD I

Enter the old password for | ]
Enter the new password for |:|
Retype new password for |:|

The Change Password function is used for changi ng your password.
Cick on the Change Password button in the Configuration
Management Options screen and follow the instructions on the
screen. Your password may be between 6 and 15 characters | ong
and may contain letters or nunbers. Select Menu to return to the
mai N menu.

Mail

Mail is an internal electronic mail systemin which you can send
or receive nessages to fellow ACTS users. To use Mail, sel ect
t he Receive Mail or the Send Mail button.

| f you have new nmail, you will see an icon on the Configuration
Management Options screen indicating you have new mail. dick
anywhere in the wwndow to elimnate the icon. The New Mail Icon
wi || disappear fromthe Configuration Management Options screen
when you click on the Message under the Message Heading bl ock

You may clear or elimnate the person's nanme to which you are
sendi ng the nessage (TO bl ock), the CC nanme or the Message by
clicking on the applicable CLEAR radio button which is next to
t he bl ock.
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Monitor Functions

Holding Tank

Browse/Edit Holding Tank

Browsc/Edit NEW Requests ONLY _ [Press ESC key for menu)
Reqdate | Dateenter| Regnumber Reatype Reqclass
07/04/1335 (I EREC L] ECP Major (RFD or RFw) C

The Browse/Edit Holding Tank screen is used to show all new
requests fromthe initial Add Request Data screen prior to making
t hem avai |l abl e for processing. Wen the Holding Tank option is
sel ected, all new requests nust be validated (check for accuracy
and validity) by the Monitor before they are noved for further
processi ng. Requests are not noved into the active table for
processing until the Monitor noves themthere.

Move Holding Tank To Active

Move Holding Tank To Active button noves all new requests to the
active table.

Archive

= ARCHIVE hd

Older Than

MMADD Y

I Archive Data I

From To

MM/DD /Y MM /DDA

I Restore Data I

I Menu I
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The Archive function is designed to provide a nethod for managi ng
the size of the active file. Requests can be archived based on a
specified date. The date nust be ol der than 12 conpl ete nonths
fromthe current date in order to preserve data being submtted
to Headquarters via the Create FTP File function. Once a date is
specified, all processed requests (based on the PCO date or the
CAO date if it has authority) older than that date will be
archived to a separate data file (ARCH VE. DBF) and del eted from
the active file.

Requests in the archive data file can be viewed/nodified via the
Browse/Edit All Archive function.

Requests can be restored fromthe archive file to the active file
based on a specified date range. All processed requests (based
on the PCO date or the CAO date if it has authority) within the
date range wll be restored back to the active file and del eted
fromthe archive file

Browse/ZEdit All Active

Browse; {E dit All Active [Press ESC key for menu)
Regclass

s I ECF

12/05/1594 002 lass | ECF

03/05/1935 | 003 E lass | ECP

/1555 7/06/1355 | Gbakaes inor_(FFD ot FFw]

070671995 17/5/195 67870 inor " (FFD or FFW]

Browse/Edit All Active screen is used to view all requests
entered into ACTS. This includes new requests transferred using
t he Move Holding Tank To Active button. To delete a request,
mark the record by clicking on the rectangular box on the far

|l eft of the Browse display wi ndow. Press escape to exit the
Browse. You will be pronpted via a dialogue box to press 'D to
DELETE. The delete option physically del etes the marked
record(s) from ACTS.
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Browse/ZEdit All Archive

-

Browse/Edit All Archive screen is used to view all requests noved
to the ARCHIVE table. To delete a request, mark the record by
clicking on the rectangul ar box on the far left of the Browse

di spl ay wi ndow. Press escape to exit the Browse. You wll be
pronpted via a dialogue box to press 'D to DELETE. The delete
option physically deletes the marked record(s) from ACTS.

Reopen Closed Requests

Reopen Closed Requests provides the Monitor the capability to
make requests that have been signed off on the functional input
screens, closed fromthe CAO Recommendation screen, or closed
fromthe PCO Determination screen available for editing. Once
you sel ect Reopen Closed Requests a subsequent nenu is displayed.
The menu contains selections for the functional input screens,

t he CAO Recommendation Screen, the PCO Determination screen, and
All. dick on the level to reopen and you will be pronpted with

a pop-up to select the request nunber. |If you reopen any of the
functional input screens, the request is also reopened for CAO
Recommendation and PCO Determination. |f you reopen the CAO

Recommendation screen, the request is also reopened for PCO
Determination.

Delete By Request Number

Delete By Request Number provides the capability to delete
requests fromthe Hol di ng Tank, Active, and Archive tables for a
specified request nunber. The user is pronpted to select the
table to delete fromand the request nunber. A confirmation
screen is displayed that shows general information about the
selected request. |[|f the nonitor presses the Delete option, the
sel ected request is physically deleted fromthe specified table.
Select Another Request returns to the Select Request Number
screen without deleting the selected request. Menu returns to

t he Monitor Functions screen without deleting the sel ected
request.
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Delete By DoDAAC/Suboffice

= DELETE BY DoDAAC/SUBOFFICE hd

DoDAsC:
Suboffice Code: ||

ALL requests for the specified DoDAAC and
Suboffice Code will be DELETED from the
Holding Tank, Active. and Archive files!
This should be executed when a Suboffice

changes codes or is no longer a Suboffice.

Deleto || Menu |

Delete by DoDAAC/Suboffice provides the capability to delete
requests fromthe Hol di ng Tank, Active, and Archive files for a
speci fi ed DoDAAC/ Suboffice. This should only be executed when a
Subof fi ce changes codes or is no |longer a Suboffice. The user is
pronpted to i nput the DoDAAC/ Suboffice and then a confirmation
nmessages appears showi ng the count of records in the Hol di ng
Tank, Active, and Archive files that wll be deleted. If the
monitor confirmse with a “Y", the correspondi ng records are
physically deleted fromthe database.

Modify Configuration

A 0 gquratio 5 g Pre 5 0 E
AD/PRO DoDAAC |Sub-Office Code |Hold Tank Preference | Optional Field Heading| | +
0oo il

+

| 2

Modify Configuration is used to edit the Departnent of Defense
Activity Address Code (DoDAAC), Suboffice Code, whether you want
the Hold Tank Preference On or OFFf, or the Optional Field
Heading. Suboffice Code is a unique al phanuneric code for your
office (up to 3 characters). The suboffice code is used to
determ ne where requests have originated. Holding Tank is used
to validate new requests before users can begin working on them
The Optional Field Heading (up to 10 characters) is displayed on
t he Add/Edit/View Request Data screens as a locally defined
headi ng for the Optional data field. |If blank, the field heading
defaults to Optional.
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| f the DoDAAC and/or Suboffice code is nodified, the new

DoDAAC/ Suboffice configuration will propagate to the hol ding tank
file, the active file, and the archive file for those requests
that contain the current DoDAAC/ Suboffice configuration. A
confirmation dial ogue box is displayed prior to the propagation.

A main office should purge (del ete correspondi ng suboffice
records in both the active and archive tables) existing suboffice
requests when one of their suboffices becones a main office
(which neans that it will subsequently report independently) or
when one of their suboffices changes their suboffice code. The
|atter situation creates extra work for the main office and
shoul d be avoided if possible.

When a main office beconmes a suboffice and will subsequently

export data to main office, ensure the DoDAAC/ Suboffice
configuration is nodified to prior to exporting data.

Export Suboffice Data

=000 S
Export File To: Directory:
Cancel
= 5
F=acts
a 1
] Al Files

Drive:
|IE a: ‘happs01\apps H

Export Suboffice Data exports data fromthe Active, C assll

Prime, Plant, PCO, and Users tables in the ACTS database at a
suboffice and creates a conpressed archive file that can be
transmtted to the main office for inporting using the ACTS
Import Suboffice Data function. The nonitor is pronpted with a
di al ogue box to select the destination drive, directory, and file
name. The destination drive and directory default to the working
directory. The destination file nanme defaults to the three digit
suboffice code with a file extension of .lzh (for exanpl e,
111.1zh). This identifies the transmtting suboffice when the
mai n office receives the archive file.

IMPORTANT NOTE: All data entry into ACTS for a specific action
must be acconplished at either a suboffice or a main office

al t hough the actual review effort may be done in multible

| ocations. Each office should tailor its process to best
acconodate this constraint.



Import Suboffice Data

Import File From: Directory:
g:hactshacts30h
Cancel
000.1zh +| [Eos +

P=acts

[)
] Al Files

¥ ¥
Drive:
|E g: ‘vapps01happs H

Import Suboffice Data inports data into the ACTS database at a
main office froma conpressed archive file created by a suboffice
using the function. The nonitor is pronpted with a dial ogue box
to select the source drive, directory, and file nane. The source
drive and directory default to the working directory. The source
file name extension defaults to .lzh. To show all file
extensions, click on the All Files check box. Once the
conpressed archive file is selected, data is inported into the
proper tables using the followng criteria:

Active. The inport searches for duplicate requests based on the
request nunber (reqnunber field) and the suboffice code (ofcid
field). |If duplicates are found, the inport overwites those
requests. All other requests are appended to the table.

Classll. The inport searches for duplicate records based on the
reporting nmonth and year (rmmth_yr field) and the suboffice code

(subofc field). |If duplicates are found, the inport overwites

those records. All other records are appended to the table.

Prime. The inport searches for duplicate prine contractors based

on the Cage Code (prinecage field). |If duplicates are found AND
all other information pertaining to the prine contractor is
identical, the record is ignorred and NOT overwitten. |f any of

the prime contractor infornmation is different, the Mnitor is
pronpted with a display screen show ng both records. The Mnitor
has the choice to Overwrite the main office record or Skip the
record. All other records for Cage Codes not found at the main
of fice are appended to the table.

Plant. The inport searches for duplicate manufacturing plants
based on the Cage Code (plantcage field). |If duplicates are
found AND all other information pertaining to the manufacturing
plant is identical, the record is ignorred and is NOT
overwitten. If any of the manufacturing plant information is
different, the Mounitor is pronpted wwth a display screen show ng
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both records. The Mnitor has the choice to Overwrite the main
office record or Skip the record. All other records for Cage
Codes not found at the main office are appended to the table.

PCO. The inport searches for duplicate PCOs based on the PCO

Code (pcocode field). |If duplicates are found AND al |l other
information pertaining to the PCOis identical, the record is
ignorred and is NOT overwitten. |If any of the PCO information

is different, the Monitor is pronpted with a display screen
showi ng both records. The Mnitor has the choice to Overwrite
the main office record or Skip the record. Al other records for
PCO Codes not found at the main office are appended to the table.

Users. The inport searches for duplicate users based on the

Standard DLA Logon ID (userid field). |If duplicates are found
AND al|l other information pertaining to the user is identical the
record is ignorred and is NOT overwitten. |If any of the user

information is different the Monitor is pronpted with a display
screen showi ng both records. The Mnitor has the choice to
Overwrite the main office record or Skip the record. All other
records for Standard DLA Logon IDs not found at the main office
are appended to the table.
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Class 11 ECPs

Class Il ECPs that are generated by contractors, but not reviewed
by DCMC because of sanpling, are not entered into ACTS. However,
there is a managenent netric that is based on the total nunber of
Class Il ECPs generated by contractors. This function allows
field offices to collect and report this netric. Prior to
executing the “Create FTP File” function, the Monitor at the main
CAO shoul d input the total nunmber of Class Il ECPs that were
submtted to the CAO during the prior nonth (or edit a subm ssion
for an earlier nmonth) by selecting Class 1l ECPs fromthe Monitor
Functions screen.

The Monitor can either enter one aggregate nunber for the main
and all suboffices under the main suboffice code or he can enter
i ndi vi dual nunbers for every suboffice. W recommend that the
Moni tor al ways enter individual nunbers for every suboffice each
nmonth so the historical data at the suboffice level is avail able,
i f needed.

Be careful not to mx the two nethods because that woul d probably
result in double counting when the FTP file is created to send to
HQ DCMC.

Create FTP File

This menu sel ection creates an external DOS database file

consi sting of request data for the CAO based on the PCO Date (or
the CAO Date if it has approval authority) for the past 12
conplete nmonths. It also includes all requests pending PCO
determ nation. The external file nanme created by this option
consists of the six character DODAAC and a DCS fil e extension of
.DBF. It is automatically created with the correct file nane in
the ACTS working directory if ACTS has been properly configured.
If it isnt, try going to the Modify Configuration function to
val idate the current information.
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The “DODAAC’ file nust be transferred via FTP outside of the ACTS
application to the “caodata” directory of the host conputer
(DLAHP2) | ocated at HQ DLA nonthly as directed by AQOF. Users
must ensure that the correct file is placed in the correct

| ocation by the 15th of every nonth. Only main offices perform
this function. Suboffices use Export/Inport to get their data
included in the main office data. See Appendix C for general FTP
i nstructions.

Rebuild Tables

Rebuild Tables is provided to perform mai ntenance on the index
files. Al users should be I ogged off fromACTS prior to the
execution of this utility. A confirmation dial ogue box is

di spl ayed prior to execution.

Import New Request Data

Import New Request Data is provided to inport request data froma
Xbase (DBF) file format or froma Lotus 1-2-3 (Rel ease 3 or
above) file format. Al edit validations perfornmed on the Add
Request Data screen are applicable to the inport. Any requests
that do not pass the edit validations are witten to an error
report that contains the request nunber and all errors found in
the request. Requests are inported into the holding tank file
and shoul d be reviewed by the nonitor prior to noving themto the
active file. Appendix D contains the file structure and edit

val i dati on dat a.

ACTSDATA.EXE

On a nonthly basis, a utility will be processed at HQ using al
avai lable CAO input files to create a set of consolidated data
files. These files wll be conpressed into a self-extracting
archive file (actsdata.exe) that nust be retrieved via FTP,

pl aced in your ACTS directory, and unconpressed (done by
executing actsdata) if you intend to run the Headquarters | evel
reports described in Chapter Seven. Even if you don't intend to
run the Headquarters |l evel reports, you should retrieve the
conpressed file each nonth because it will also include the

| atest readne file and any ot her program updates needed to
properly run ACTS.
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Backing up ACTS

Back up ACTS frequently. |If you are using a network, your
net wor k adm ni strator should be backing up the files
periodically. |If you are backing up using DOS or other

commercial software, be sure to get all dbf's, cdx's, and fpt's.
You do not have to back up acts.exe, convprg.exe, or
f oxw2600. esl .

Split Screen Procedures for Browse Displays

Splitting the screen for browse displays enables you to stabilize
the fields displayed on one half of the screen while scrolling
the fields on the other half. Your current record is
synchroni zed on both displays. To split the screen in any of the
browse di splay wi ndows click on the darkened rectangul ar box in
the lower left corner of the screen. Drag and drop the pointer
to the location you want your screen split. The split screen is
not saved once you exit the browse display.
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Appendix A:

Product Support

Product support should first be sought fromthe foll ow ng
district Points of Contact (POCs):

DCNVDI

Functional |ssues

Gene Bisaillon
DCMDE- O
617-753-4671
bae4313@icrb.dl a. m |

Wl liam G bson

DCMVDI - E

707-767- 2794
williamgibson@q.dla ml

Ashr af Khan

DCVDW O

310- 335-4253

akhan@i nk. dcmdw. dl a. ni |

Techni cal |ssues

Paul Strong

DCVDE- O

617- 753-4242
pstrong@lcrb. dl a. m|

WIlliam G bson

Mary Bail er
DCVDW O
310- 335-4375
mbai |l er @i nk. dendw. dl a. m |



At Headquarters DLA, the follow ng individuals are avail able for
support:

Pol icy and Functional Requirenents:

Aristides Mal donado (Tito)

Product Design, Devel opnent and Control Team
Attn:  AQOF

703-767- 3355

DSN 427- 3355

a_mal donado@q. dl a. m |

Pr ogr am Managenent :

Denni s Skoneczka

Proj ects and Contract Adm nistration Team
Attn:  AQAC

703-767- 6327

DSN 427- 6327

denni s_skoneczka@gq. dl a. m |

Techni cal Support:

Ki m Johnson

DLA Adm ni strative Support Center (DASC)
Attn: DASC- NCA

703-767-2011

DSN 427-2011

ki mberly_j ohnson@q. dl a. m |
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Appendix B:

Terms

Field Definitions

Description

ACTIVE & ARCHIVE TABLES

ACOCODE
ACODAT_REC
ACODATSI GN
ACOHOURS
ACORECOMD
ACOREMARK
ACOROUTE
ACCSI G
ADEQVER
CAQAPPROVE
CAOCAUTH
CAODATE
CAOCCODE

CAORECOMVD
CAOREMARK
CCBDATE
CONTRACTNO
DATE_SPEC
DATEENTER
DESCRI PT
DOC_NUM
ECPREASON
EECODE
EECONCLS
EEDATE_REC
EEDATESI GN
EEHOURS
EERECOVD
EEREMARK
EEROUTE
EESI G
EOCODE
ECDATE_REC
ECDATESI GN
EOHOURS
EORECOVD
EOREMARK

ACO s code

Dat e ACO received request/ECP

Dat e ACO si gned DD1998

ACO hours

ACO s recommendati on

ACO s remarks

Routed to ACO

ACO s signature flag

Adequacy and accuracy verified

| ndi cat es CAO approval / di sapprova
| ndi cat es CAO approval authority
Conpl etion date at the CAO | eve

| dentifies the person conpleting the
CAO recommendat i on

CAO recommendat i on code

CAO consol i dat ed remarks
Configuration Control Board date
Contract nunber

Dat e spec preparing activity notified
Date request entered into ACTS
Descri ption of request

Speci fication docunent nunber
Reason code for ECP

Engi neer's code

Engi neer concurs with classification
Dat e engi neer received request/ECP
Dat e engi neer signed DD1998

Engi neer hours

Engi neer's reconmendati on

Engi neer's remarks

Rout ed to engi neer

Engi neer's signature flag

Oper ati ons Managenent code

Dat e Operations Managenent received request
Dat e Operations Managenent signed DD1998

Oper ati ons Managenent hours
Oper ati ons Managenent's recommendati on
Oper ati ons Managenent's remarks
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EOROUTE
ECSI G

| TEM_NOVEN
NSN

O DATE_REC
O _DATESI GN
OFCI D

OPTI ONAL
OTHERCODE
OTHERECOMD
OTHEREMARK
OTHERHOURS
OTHERROUTE
OTHERSI G
PARA NUM
PARTNUVBER
PCOCODE
PCODATESI G
PCODI SP
PCOREMARK
PCOROUTE
PCORTNDATE
PLANTCAGE
PREP_ACT
PRI MECAGE

QCODE
QCONCLS
QDATE_REC
QDATESI GN
QHOURS
QNTY- AFCT
QRECOVD
QREMARK
Sl G
RECURRI NG
REQ WD _CD
REQCLASS
REQDATE
REQNUMBER
REQTYPE
SAVI NGS
SPI I N
VEAP_SYS

SUMMARY TABLE

ACCOHOURS
CAOAPPROVE
CAQAUTH
CAOCODE

Routed to Operations Managenent

Oper ati ons Managenent's signature flag
| tem nonencl at ure

Nat i onal Stock Nunber

Dat e recei ved by ot her

Dat e ot her signed DD1998

SubOffice | D (DODAAC & | D)

Optional field for |ocal use

O her's code

Q her's recomendati on

Q her's renmarks

O her hours

Rout ed to ot her

O her's signature flag

Speci fication paragraph nunber

Part nunber

| dentifies PCO s name, synbol, phone
Dat e PCO signed the request

PCO di sposition (approve/di sapprove)
PCO s remarks

Routed to PCO

Dat e DD1998 recei ved back from PCO
CAGE code of production plant
Specification preparing activity
CACE code of prine contractor

QAR s code

QAR concurs wth classification
Date QAR received the request/ECP
Dat e QAR signed DD1998

@AR hours

Quantity affected

QAR s recomrendati on

QAR s remarks

QAR s signature flag

I ndi cates recurring request

Requi renent s wai ved code

Cl ass of ECP or type of nonconformance
Dat e of request

Request or ECP nunber

Type of request

Val ue of governnent savi ngs ($000)
Suppl enentary Proc Instrunent |dent Num
Weapon system

ACO hours

| ndi cat es CAO approval / di sapprova

| ndi cat es CAO approval authority

| dentifies the person conpleting the
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CAODATE
CAORECOVD
CONTRACTNO
DATEENTER
DATE_SPEC
DI STRI CT
DOC_NUM
DODAAC
ECPREASON
EECONCLS
EEDATESI GN
EEHOURS
EOHOURS

| TEM_NOVEN
NSN
OTHERHOURS
PARA NUM
PARTNUVBER
PCODATESI G
PCODI SP
PCORTNDATE
PLANTCAGE
PREP_ACT
PRI MECAGE
PRI MENAVE
QCONCLS
QDATESI GN
QHOURS
Q\TYC! |
RECURRI NG

REQCLASS
REQDATE
REQNUMBER
REQTYPE
REQ WD _CD
SAVI NGS
SPI I N
USERLAST

USERPHONE
WEAP_SYS

MIRSUM TABLE

CLI ECPD1
CLI ECPD2

CLI ECPD3

CAO recommendat i on

Conpl etion date at the CAO | evel

CAO recommendat i on code

Contract nunber

Dat e request entered into ACTS

Dat e spec preparing activity notified
District

Speci fication Docunment Nunber

DoD Activity Address Code

Reason code for ECP

Engi neer concurs with classification
Dat e engi neer signed DD1998

Engi neer hours

Oper ati ons Managenent hours

| t em Nonencl at ure

Nat i onal Stock Number

O her hours

Speci fication paragraph nunber

Part Nunber

Dat e PCO signed the request

PCO di sposition (approve/di sapprove)
Dat e DD1998 recei ved back from PCO
CAGE code of production plant
Specification preparing activity

CACE code of prine contractor

Prime contractor nanme

QAR concurs wth classification

Dat e QAR signed DD1998

@AR hours

Quantity of Class Il ECPs generated

I ndi cates recurring request

Cl ass of ECP or type of nonconformance
Dat e of request

Request or ECP nunber

Type of request

Requi renent s wai ved code

Val ue of governnent savi ngs ($000)
Suppl enmentary Proc Instrunent |Ident Num
Last Nane of the person conpleting the
CAO recommendat i on

Phone Nunber of the person conpleting the CAO
recommendat i on

Weapon system

Quantity of Cass | ECPs disposition by PCO
Quantity of days to disposition all Cdass |
ECPs at PCO

Total quantity of days to process and
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CLI ECPP1
CLI ECPP2
CLI ECPP3
CLI ECPP4

CLI ECPPS
CLI ECPPT1

CLI ECPPT2

CLI ECPPT3
CLI | ECPD1

CLI | ECPD2
CLI I ECPD3
CLI | ECPP1
CLI | ECPP2
CLI | ECPP3

di sposition Class | ECPs

Quantity of Class | ECPS processed to correct
design errors

Quantity of Class | ECPS processed to inprove
desi gn

Quantity of Class | ECPS processed for

requi renents change

Quantity of Class | ECPS processed for other
reasons

Total quantity of Cass | ECPs processed
Quantity of days to receive all Cass | ECPs
from contractor

Quantity of days to process all Cass | ECPS
internally at CAO

Total days to process all Cass | ECPs
Quantity of Class Il ECPs dispositioned by
PCO

Quantity of days to disposition all Cass |
ECPs at PCO

Total quantity of days to process and

di sposition Class Il ECPs

Quantity of Cass Il ECPs wth CAO

di sposition authority

Quantity of Cass Il ECPs forwarded to PCO
for disposition

Total quantity of Cass Il ECPs processed

B. 4



CLI | ECPPT1
CLI | ECPPT2
CLI | ECPPT3
DI STRI CT
DCDAAC
DWD1

DWD2

DWD3

DWP1
DWP2
DWP3
DWP4
DWP5
DWPT1
DWPT2

DWPT3
OTHER1

OTHER2
OTHER3
OTHER4
OTHERS
PDATE

VECPAL

VECPA2
VECPA3

Quantity of days to receive all Cass Il ECPs
from contractor

Quantity of days to process all Cass Il ECPS
internally at CAO

Total days to process all Cass Il ECPs
District

DoD Activity Address Code

Quantity of C&M RFDs/ RFW di spositioned by
PCO

Quantity of days to disposition C&V RFDs/ RFW\
at PCO

Total quantity of days to process and

di sposition C&M RFDs/ RFW\

Quantity of m nor RFDs/RFW di sposition by
PCO

Quantity of days to disposition m nor

RFDs/ RFW at PCO

Total days to process and di sposition m nor
RFDs and RFW

Quantity of critical and nmajor (C&) RFDs
Quantity of C&M RFW

Quantity of m nor RFDs

Quantity of m nor RFW

Quantity of MRB actions (not mandatory to
enter MRB)

Quantity of days to receive all C&M RFDs/ RFW\
from contractor

Quantity of days to process all C&M RFDs/ RFW\
internally at CAO

Total days to process mnor RFDs and RFW
Quantity of Cass | ECPs for which the CAO
recommends approval and the PCO approves
Quantity of Cass Il ECPs for which the CAO
recommends approval and the PCO approves
Quantity of C&M RFDs/ RFW for which the CAO
recommends approval and the PCO approves
Quantity of Cass Il ECPs for which the CAO
has di sposition authority and approves

Consi deration received (in thousands $) for
all actions except VECPs

Year and nmonth (yyyynm

Quantity of VECPs approved by the Arny
Quantity of VECPs approved by the Navy
Quantity of VECPs approved by the Air Force
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VECPA4
VECPAS
VECPADP1

VECPADP2
VECPADP3
VECPADP4
VECPADPS
VECPD1
VECPD2
VECPD3

VECPD4
VECPD5

VECPEQV
VECPRL
VECPR2
VECPR3

VECPR4
VECPR5

VECPS1
VECPS2
VECPS3

VECPS4
VECPS5

NEWENTRY TABLE

CONTRACTNO
DATE_SPEC
DATEENTER
DESCRI PT
DOC_NUM
ECPREASON
| TEM_NOVEN
NSN

OFCI D

OPTI ONAL
PARA NUM
PARTNUVBER
PLANTCAGE
PREP_ACT

Quantity of VECPs approved by DLA

Quantity of VECPs approved by other sources
Quantity of VECPs in approval/disapproval by
t he Arny

Quantity of VECPs in approval/disapproval by
t he navy

Quantity of VECPs in approval/disapproval by
the Air Force

Quantity of VECPs in approval/disapproval by
DLA

Quantity of VECPs in approval/disapproval by
ot her sources

Quantity of VECPs dispositioned by the Arny
Quantity of VECPs dispositioned by the Navy
Quantity of VECPS dispositioned by the Air
For ce

Quantity of VECPs dispositioned by DLA
Quantity of VECPs dispositioned by other
sour ces

Quantity of hours spent perform ng VE
Quantity of VECPs received for Arny contracts
Quantity of VECPs received for Navy contracts
Quantity of VECPs received for Air Force
contracts

Quantity of VECPs received for DLA contracts
Quantity of VECPs received for contracts from
ot her sources

Total governnent savings for Army contracts
Total governnent savings for Navy contracts
Total governnent savings for Air Force
contracts

Total government savings for DLA contracts
Total governnment savings for other contracts

Contract nunber

Dat e spec preparing activity notified
Date request entered into ACTS
Description of request

Speci fication docunent nunber
Reason code for ECP

| t em nonencl at ure

Nat i onal St ock Number

SubOffice | D (DODAAC & | D)
Optional field for |ocal use
Speci fication paragraph nunber
Part nunber

CAGE code of production plant
Specification preparing activity
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PRI MECAGE
QNTY- AFCT
RECURRI NG
REQ WD _CD
REQCLASS
REQDATE
REQNUMBER
REQTYPE
SPI I N
VEAP_SYS

PCO TABLE

BUYCMD
PCOCCDE
PCONANVE
PCOPHONE
PCOSYMBOL

PLANT TABLE

PLANTCAGE
PLANTCI TY
PLANTNAME
PLANTSTATE

PREFS TABLE

DFLTPRI ME
DCDAAC

FI ELDTI TLE
HOLDTANK
SUBCFC

CACE code of prine contractor
Quantity affected

I ndi cates recurring request
Requi renent s wai ved code

Cl ass of ECP or type of nonconformance

Dat e of request
Request or ECP nunber
Type of request

Suppl enmentary Proc Instrunent |dent Num

Weapon system

Buyi ng command

Syst em gener at ed PCO code
PCO name

PCO phone

PCO of fice synbol

Manuf acturi ng plant CAGE code
Manuf acturing plant city
Manuf acturi ng plant nane
Manuf acturing plant state

Default prinme contractor CAGE code
DoD Activity Address Code

Field title for the optional field
Hol di ng tank i ndi cator

Subof fice code
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PRIME TABLE

PRI MECAGE
PRI MECI TY
PRI MENAME
PRI MESTATE

USERS TABLE

CUSTONVDEF
PASSWORD
USERACCESS

USERFI RST
USERI D
USERLAST
USERPHONE
USERSI G
USERSYMBCOL
USERTI TLE

CONTRACT TABLE

CONTRACTNO

CLASS 11 TABLE

MNTH- YR
QUANTI TY
SUBOFC

Prime
Prime
Prime
Prime

User’
User'
User'

User'
User'
User'
User'
User'
User'
User'

nu unuon

nuunuununnnon

contract or CAGE code
contractor city
contract or nane
contractor state

cust om access | evel
passwor d
access | evel

first nane
standard | ogon 1D
| ast nane

phone nunber
signature (object)
of fi ce synbol
title

Contract nunber

Reporting nonth and year
Quantity reported
Subof fice code
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Appendix C: General FTP Instructions

The host conputer (DLAHP2) is |ocated at HQ DLA.
The 1. P. address is 160.147.213. 30.

A user login and password must be obtained for the DLAHP2 by
submtting a DLA Form 1811, System Access Request thru DLA- AQCF

Once the host conputer is accessed, enter |ogin and password. |[f
your | ogin and password are accepted, you will be placed in the
[actsftp directory. This is the main ACTS directory that you can
reach via ftp

The typical files and subdirectories under /actsftp are:

FI LES DESCRI PTI ON
act sman. wpd User's Manual (WordPerfect 6.0)
act sdat a. exe Self-Extracting Archive File you need to

"get" and execute in the directory in which
you installed ACTS if you intend to produce
the reports under Headquarters Functions. It
al so contains the readne file and ot her
program updat es.

readme Current news about ACTS. This file may
change at any tine. Users should read this
on a regul ar basis.

DI RECTORI ES DESCRI PTI ON

caodat a The subdirectory where CAGs should "put”
their data file that was created using the
"Create FTP File" function under the nonitor
menu.

di skl Al files that nmake up Disk 1 for
installation.

C1



di sk2 Al files that nmake up Disk 2 for
instal |l ation.

di sk3 Al files that nake up Disk 3 for
instal |l ation.
di sk4 Al files that nake up Disk 4 for

installation.

To create installations disks, you nmust copy (nget) every file
fromthe diskl, disk2, disk3, and disk4 directories to your own
1.44MB Disk 1, Disk 2, Disk 3, and Disk 4 floppies or
correspondi ng hard drive subdirectories.

Use generic FTP "I s/pwd" conmands to see a list of files and your
current directory.

Use generic FTP "cd/Il cd" conmands to change renote/l ocal
directories.

Use generic FTP "get/nget" and "put/nput" commands to transfer
files.

Transferring of programor data files nmust be processed in binary
node! Text shoul d be ASCII.
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Appendix D:

File Structure:

Field

OCO~NOOUITR,WNE

NRRRRPRRRRRRE
QUOWO~NOUIAARWNEO

NNDNDN
ArWNPEF

Fi el d Nane

REQDATE
DATEENTER
PRI MECAGE
PLANTCAGE
REQNUVBER
REQTYPE
REQCLASS
ECPREASON
REQ WD _CD
NSN
PARTNUVBER
QNTY- AFCT
CONTRACTNO
SPI I N
DESCRI PT
RECURRI NG
| TEM_NOVEN
VEAP_SYS
PREP_ACT
DOC_NUM
PARA_NUM
DATE_SPEC
OPTI ONAL
OFCI D

Edit Validation Data:

Field REQDATE
Edi t Required field.
Field DATEENTER

Edi t Requi

red field.

Import

Type

Dat e
Dat e

Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Numeri c
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Dat e

Char act er
Char act er

New Request Data

=
o
—
>

(ol ol e ol i N &) Noclo ol
o ol

RPRERNPR
woo o oo

254

22
15

20
10

50
10



Field PRI MECAGE
Edi t Required field and prinme contractor information nust
exist in the prine file.
Field PLANTCAGE
Edi t Bl ank or the manufacturing plant information nust exist
inthe Plant file.
Field REQTYPE/ REQCLASS/ ECPREASON REQ WD_CD
Edi t The foll ow ng are acceptabl e conbinations for the above
fields.
REQTYPE Wi ver/ Devi at i on.
REQCLASS M nor/Major/Critical.
ECPREASON Bl ank.
REQ WD_CD See Requirenents Waived
Codes/ Definitions bel ow.
REQTYPE VRB.
REQCLASS Bl ank.
ECPREASON Bl ank.
REQ W/D_CD See Requirenents Waived
Codes/ Definitions bel ow.
REQTYPE ECP.
REQCLASS Class I/Cass I1.
ECPREASON C1/R O
REQ WD_CD Bl ank.
REQTYPE VECP.
REQCLASS Bl ank.
ECPREASON Bl ank.
REQ WD_CD Bl ank.
Field REQNUVBER
Edi t Required field and cannot duplicate an existing request
in the holding tank file, the active file, or the
archive file based on a concatenation of the request
nunber and office id code.
Field CONTRACTNO
Edi t Required field.
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Field OFCI D

Edi t Cenerated by the inport utility based on the
DoDAAC/ Sub- O fice configuration.

All other fields are optional.

Requirements Waived Codes/Definitions:

A Packagi ng (preservation, packagi ng, packing, and marKking)

B Dinensional (not within print or specification requirenent)

C Process (substandard painting, plating or welding)

D Testing (incorrect, inadequate, or omtted)

E Defective Conponent (use when assenbly inoperative or erratic
due to faulty relay, diode, tube)

F Wong Itemor Quantity (wong item shipped; correct item
over/under shi pped)

G Docunentation (mssing or illegible)

H Item Marking (marking of itemincorrect, illegible, or
m ssi ng)

J Defective Material (lam nations, porosity, physical/chem cal
not wthin specs)

K Mssing Hardware (omtted in assenbly kits)

L Lubrication (inadequate, insufficient, or m ssing)

M Workmanshi p (1 oose connection, poor soldering, cut
i nsul ation, or adjustnent incorrect)

P GDEP Initiated

Q Damaged (cracked, broken, or bent from handling either
apparent, or readily apparent)

R Field Msapplication (inproper use or incorrectly installed)

S Storage Deterioration (inadequate storage or shelf life
exceeded)

T Contract/Design Questioned (contract provisions or engineering
desi gn i nadequate to neet users needs)

U Delivery (change to schedul e, destination, or neans of
conveyance)

V. O her

W Materials Substitute

X Miltiple Requirenents
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date received

date signed . .
date signed by PCO
DCMC review form
DD Form 1998
deactivate
deactivate user
default prinme contractor
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del ete by request nunber
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